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Customer Satisfaction 


Limitation on Warranties 
and Liability 


Copyright 


Product Revisions 





If you discover physical defects in the manuals distributed with an Apple product or in the 
media on which a software product is distributed, Apple will replace the documentation 
or media at no charge to you during the 90-day period after you purchased the product. 


In addition, If Apple releases a corrective update to a software product during the 90-day 
period after you purchased the software, Apple will replace the applicable disks and 
documentation with the revised version at no charge to you during the six months after 
the date of purchase. 


In some countries the replacement period may be different; check with your authorized 
Apple dealer. Return any item to be replaced with proof of purchase to Apple or an 
authorized Apple dealer. 


Even though Apple has tested the software described in this manual and reviewed its 
contents, neither Apple nor its software suppliers make any warranty or representation, 
either express or implied, with respect to this manual or to the software described in this 
manual, their quality, performance, merchantability, or fitness for any particular purpose. 
As a result, this software and manual are sold ‘‘as is,’ and you the purchaser are 
assuming the entire risk as to their quality and performance. In no event will Apple or its 
software suppliers be liable for direct, indirect, incidental, or consequential damages 
resulting from any defect in the software or manual, even if they have been advised of 
the possibility of such damages. In particular, they shall no have no liability for any 
programs or data stored in or used with Apple products, including the costs of recovering 
or reproducing these programs or data. Some states do not allow the exclusion or 
limitation of implied warranties or liability for incidental or consequential damages, so 
the above limitation or exclusion may not apply to you. 


This manual and the software (computer programs) described in it are copyrighted by 
Apple or by Apple’s software suppliers, with all rights reserved. Under the copyright 
laws, this manual or the programs may not be copied, in whole or part, without the 
written consent of Apple, except in the normal use of the software or to make a backup 
copy. This exception does not allow copies to be made for others, whether or not sold, 
but all of the material purchased (with all backup copies) may be sold, given or loaned to 
another person. Under the law, copying includes translating into another language. 


You may use the software on any computer owned by you but extra copies cannot be 
made for this purpose. For some products, a multi-use license may be purchased to 
allow the software to be used on more than one computer owned by the purchaser, 
including a shared-disk system. (Contact your authorized Apple dealer for information 
on multi-use licenses.) 


Apple cannot guarantee that you will receive notice of a revision to the software 
described in this manual, even if you have returned a registration card received with the 
product. You should periodically check with your authorized Apple dealer. 


© Apple Computer, Inc. 1983 
20525 Mariani Avenue 
Cupertino, California 95014 
(408) 996-1010 


Apple, the Apple logo, and Silentype ® are registered trademarks of Apple Computer, 
Inc. 


AppleWorks developed by Rupert Lissner. 


AppleWorks™, Quick File™, ProFile™, and ProDOS™ are trademarks of Apple 
Computer, Inc. 


DIF™ is a trademark of Software Arts, Inc. 
VisiCalc® is a registered trademark of VisiCorp. 


k™ is a trademark of Thunderware, Inc. 


Thundercloc 
Qume® is a registered trademark of Qume Corporation. 
Epson™ is a trademark of Epson America, Inc. 


Simultaneously published in the U.S.A. and Canada. All rights reserved. 
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About This Manual 


This manual contains reference information that describes all the 
features of AppleWorks™ Integrated Software. It contains the 
following chapters and appendixes: 


@ Chapter 1, ‘‘Understanding AppleWorks,” presents a general 
overview of AppleWorks and discusses AppleWorks files. 


@ Chapter 2, ‘Working With AppleWorks,” tells how to interact 
with AppleWorks and includes instructions for using menu 
options. 


@ Chapter 3, ‘“‘Understanding the Data Base,’ discusses the 
AppleWorks Data Base’s main functions, activity flow, and file 
guidelines. 


@ Chapter 4, ‘‘Working With Data Base Information,” explains 
how to create Date Base files, keep information up to date, and 
display it in different ways. 


@ Chapter 5, ‘‘Reporting With the Data Base,”’ details how to 
create Data Base reports. 


@ Chapter 6, ‘“‘“Understanding the Word Processor,’’ summarizes 
the AppleWorks Word Processor’s main functions, activity flow, 
and file guidelines. 


@ Chapter 7, ‘‘Working With Word Processor Documents,”’ tells 
how to use the Word Processor to create and edit documents. 


@ Chapter 8, ‘Formatting a Word Processor Document,” 
describes how to arrange a document the way you want it. 


@ Chapter 9, ‘Understanding the Spreadsheet,’’ summarizes the 
AppleWorks Spreadsheet’s two main functions, illustrates its 
flow of activities, and lists file guidelines. 


@ Chapter 10, ‘“Working With Information in Worksheets,”’ 
presents steps for using the Spreadsheet to create 
sophisticated worksheets with a minimum of effort. 


@ Chapter 11, ‘Reporting With the Spreadsheet,” explains how to 
create Spreadsheet reports. 
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@ Chapter 12, ‘‘Using Cut and Paste,”’ tells how to use 
AppleWorks’ cut and paste feature to combine information of 
different types. 


® Chapter 13, ‘“‘Printers and Printing,’ presents how to 
communicate information to AppleWorks about your printer 
and tells how to print reports and documents. 


@ Appendix A tells how to use AppleWorks with a ProFile™ 


@ Appendix B presents steps for preparing AppleWorks to print 
on a custom printer. 


Chapter tables of contents help you find what you want. The 
explanation of each feature contains numbered instructions and 
practical tips for using that feature. 


Where to Start 


If you have little or no experience with computers, you will 
probably be happier starting with the Product Training Disk (PTD), 
which comes with AppleWorks, and then working with the 
AppleWorks Tutorial before you start to use AppleWorks with this 
manual. 


If you are an experienced computer user and you’re anxious to get 
started using AppleWorks right away, work your way through the 
PTD and then use this manual. And have fun! 


For More Information 
These sources of information will help all AppleWorks users: 
@ The index and reference card at the back of the manual. 


@ The glossary at the back of the manual. Terms in boldface in the 
manual are defined in the glossary. 


@ The help information available whenever (G)~’*! fr Fei 
appears in the bottom-right corner of an AppleWorks display. 


By the Way: The help available notice at the bottom of the display may 
appear in one of two forms: 


@® a black * in a white square, that is, an inverse F, followed by a 
question mark 


®@ an outline of an Open-Apple ((G)), also followed by a question 
mark. 

You may also have seen i} +--*- in some of your other software. 

These forms all mean the same thing—help is available when you press 


while you type (7? ). 
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Notes in the margin point to useful 
information contained elsewhere in this 
or other manuals. 


Keycap Notation: In this manual, two keycaps separated by a hyphen 
means to hold down the first key while you lightly press the other key; 
then release both. If there isn’t a hyphen between the keys, press the 
first key, release it, and then press the other. 


Be sure to read the sections of your Apple computer’s owner’s 
manual that explain how to set up your computer and how to use 
the system utilities disk to make backup copies of your disks 
before you begin with AppleWorks. 


How This Manual Is Designed 


Look for these visual aids throughout the manual: 


AppleWorks Tip 


Information labeled with AppleWorks Tip presents different ways of 
using a particular feature. 


Warning 
Warning boxes like this alert you to potential problems. 





Your Ideas Are Welcome! 


A Tell Apple card appears at the back of this manual. Please fill it 
out and return it after you’ve had some experience using 
AppleWorks. 


Your Ideas Are Welcome! 
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Understanding AppleWorks 


This chapter presents a general overview of AppleWorks. It also 
tells about AppleWorks files. 


What Is AppleWorks? 


AppleWorks is a computer applications program that allows you to 
do data base management, word processing, and spreadsheet 
analysis. AppleWorks’ three functions are performed by three 
software tools that create and work with a specific kind of 
information: 


@ The AppleWorks Data Base allows you to work with information 
you normally keep in lists: names and addresses, schedules, 
inventories. 


@ The AppleWorks Word Processor is for writing reports, memos, 
letters. 


@ The AppleWorks Spreadsheet lets you create information you 
normally put on a worksheet and manipulate with a calculator: 
budgets, financial forecasts, income and expense statements. 


Because AppleWorks is an integrated program, you can move 
back and forth at will among these three software tools and the 
files they create. And you can combine these three kinds of 
information, cutting and pasting one kind of information into 
another. AppleWorks’ integration greatly increases your ability to 
work with information in the easiest and most efficient way. 


Equipment You Need 
To use AppleWorks, you'll need this equipment: 


@ An Apple lle computer with an 80-Column Text Card, preferably 
one with extended memory, in the large auxiliary slot 


® A video monitor 


® One or more disk drives with the controller card in slot 6 


Equipment You Need 





Figure 1-1. AppleWorks’ Two Levels of 
Activities 








@ The AppleWorks disks named Startup, Program, and Sample 
Files 


® Two blank, formatted disks (to make copies of Startup and 
Program disks). 


To make maximum use of AppleWorks, you also need a printer 
with the printer interface card in slot 1. 


Here’s some other nice-to-have equipment: 
@ A ProFile, with the interface card in slot 5 


@ A system clock, with the interface card in slot 2 or slot 4. 


How Does AppleWorks Work? 


There are two levels of activity within AppleWorks, as Figure 1-1 
illustrates. The bottom level of activity is performed by the Data 
Base, the Word Processor, and the Spreadsheet. At this level, you 
do the actual work on information, creating and reviewing it, 
changing it, and printing it. 


At the top level, AppleWorks contains information about where 
you store your files and about your printer. It controls information 
by moving files onto the Desktop, which is the area of the Apple 
computer’s random-access memory (RAM) that you use to work 
with your files, and by saving the files for you after you’ve worked 
with them. 


AppleWorks Information Control 


—file movement 
—where files are 
—printer information 


Information Work in Review/Add/Change 


—Data Base 
—Word Processor 
—Spreadsheet 
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As AppleWorks administers the space on the Desktop, it warns 
you when you are running out of Desktop space, and it lets you 
move back and forth from one AppleWorks file to another. 


AppleWorks also lets you transfer information from one file into 


See Chapter 12 for complete cut and another, an activity called cut and paste. You can cut and paste 


paste instructions. 


Figure 1-2. Cut and Paste 


Data Base File 


Data Base information transferred 


from one file to another. 


See ‘‘Quitting AppleWorks”’ in 






information into another file of the same type; for example, you 
can cut and paste Data Base information into another Data Base 
file. You can also create Data Base and Spreadsheet reports and 
paste them into Word Processor documents. Figure 1-2 shows a 
cut and paste operation. 


When you cut and paste, you transfer information through the 
clipboard. The clipboard is an AppleWorks term that refers to an 
area of the computer’s RAM that is reserved for cut and paste. 


Data Base File 


Clipboard 


A Warning 


Because the Desktop and the clipboard are actually a part of the memory 
of the computer, information in each place disappears when you turn off 
the power to the computer or when you leave AppleWorks by starting up 


Chapter 2 for how to leave AppleWorks @nother program. You should make sure you save new and changed files 


safely. 


permanently before you leave AppleWorks. 


Figure 1-3 is a flowchart of AppleWorks activities. It shows the 
options available from the Main Menu and from the Other 
Activities menu. Flowcharts specific to the Data Base, the Word 
Processor, and the Spreadsheet are in Chapters 3, 6, and 9, 
respectively. 


How Does AppleWorks Work? . 





Figure 1-3. AppleWorks Flowchart 








Main Menu 


Activities below the Add Files menu 
are illustrated in the overview 
chapters for each software tool. 
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About AppleWorks Files 


AppleWorks provides an enormous amount of flexibility both in the 
sources you can use for files and in the lack of strict guidelines for 
files. In addition, it keeps information on the storage location of 
your files so you don’t have to always tell AppleWorks where to 
look when you want to use a file. This section tells all about file 
sources, guidelines, and storage locations. 
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Figure 1-4. Sources of AppleWorks 


Files 





File Sources 


AppleWorks allows you to create files from scratch using the Data 
Base, the Word Processor, and the Spreadsheet. In addition, 
AppleWorks adds to your data management capability by letting 
you use files created by other programs as sources for 
AppleWorks files. Then you can use AppleWorks’ tools to work 
with these files. Figure 1-4 provides an overview of sources for 


AppleWorks files. 











Word 
Processor 






Data Base 





Spreadsheet 


About AppleWorks Files 


Clipboard 








Specific requirements for each type of 
file are listed in Chapters 4, 7, and 10. 


Table 1-1. General AppleWorks File 
Guidelines 








The clipboard is indicated by a dotted line. The keystrokes 
(G)-(P), (G)-(M), and (G)-(C) are used to move files or parts of 


files from one area to another when you are using cut and paste. 


Text (ASCII) files are sources for Data Base and Word Processor 
files. Text files are files created by Apple Writer and some data 


base management systems. 


® Quick File™ files are sources for Data Base files. 


e DIF™, or Data Interchange Format, files are sources for 
Spreadsheet and Data Base files. DIF files are created by 
VisiCalc® and many other programs; they allow for easy data 


interchange between programs. 


@ VisiCalc files are sources for Spreadsheet files. 





General Guidelines for AppleWorks Files 


Table 1-1 contains general guidelines for AppleWorks files. 


File Feature 


Maximum number of AppleWorks files 
per flexible disk 


Maximum number of AppleWorks files 
per ProDOS™ subdirectory 


Maximum number of AppleWorks files 
allowed on AppleWorks’ Desktop 


Guidelines for filenames 


Guideline 


Depends on size of files; up to 140K 
total characters 


130 
12 


15 characters maximum. The name 
must start with a letter, and it can 
contain only uppercase and lowercase 
letters, numbers, spaces, and periods. 


Space Available: Depending on the size of your computer’s memory, 
the space available number you see in the lower-right corner of the 
display may be larger or smaller than that in the manual’s illustrations. 


By the Way: It’s always best to give a unique name to each file, one that 
tells you as closely as possible what’s in the file. Because of the 
freedom AppleWorks gives you in naming files, it’s easy to describe the 
contents of a file in the filename. 
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See ‘‘Selecting the Standard Location 
of the Data Disk”’ and ‘‘Changing the 
Current Disk Drive or ProDOS Prefix”’ 
in Chapter 2 for information on 
changing file locations. 


Complete information about using 
ProDOS prefixes to identify files and 
about pathnames is in the ProDOS 
User’s Manual. 


File Locations 


The AppleWorks program contains information about where it 
should look for your files. This storage location information is a 
combination of two different aspects: 


@ Whether the storage location is the standard location or the 
current location 


@ Whether you keep files by filename only, or whether you use a 
ProFile and/or group them logically by subdirectories. 


This section explains both aspects. 


Standard and Current Locations 


AppleWorks stores information on disk that tells where it should 
always look for files at startup. This is the standard location of 
your files. You can override this standard location if you want by 
providing another, temporary, place where AppleWorks should 
look. This is the current location of files. AppleWorks saves on 
disk the standard location from one session to the next, but it 
doesn’t save the current location. 


Files by Filename or Grouped by Pathname 


If you store files by filename, you ordinarily keep them on a flexible 
disk in drive 1 or drive 2. So your standard or current location is 
drive 1 or drive 2. You can easily, efficiently, and happily operate 
AppleWorks and store files without giving another thought to 
things like ProDOS prefixes. Just store files by filename on a disk 
in a drive. No problem! 


If you have a large number of files and/or you’re using a ProFile to 
store files, you may want to group them by subdirectories. For 
example, you may want to keep personal letters and lists of names 
and addresses in separate directories. Using subdirectories may 
make it easier for you to organize files. 


If you group files by subdirectory and/or use a ProFile, you should 
set up a standard and/or current location using the ProDOS prefix 
for the files. The ProDOS prefix consists of all the identifying 
information for the file except the filename, including the volume 
name and the subdirectory names. Examples of pathnames are 


/VOLUME3 


/PROFILE/FINANCE 
/LISTS 
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Backing Up Files 


It’s important to back up files, or make duplicate copies of them, 
frequently. You should always have a recent copy of AppleWorks 
data disks, stored in a safe place away from dust, magnetic fields, 
and temperature extremes. The easiest way to back up your 
AppleWorks data disks is to make duplicate copies of them using 
DOS 3.3 COPYA or the ProDOS Filer on the ProDOS User’s Disk. 
The user’s manual for your system tells how. 
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Starting to Use AppleWorks 
Communicating With AppleWorks 


Using Open-Apple Commands 
Responding to Prompts 
Selecting a Menu Option 
Selecting an Answer to a Question 
Choosing Files From Lists 
Answering Questions by Typing Information 
Typing and Editing Information: General Guidelines 
Using AppleWorks’ Two Cursors 
Deleting Information 


Using 
Using AppleWorks’ Ruler 


Using Main Menu Options 


Adding Files to the Desktop 

Working With One of the Files on the Desktop 
Saving Desktop Files to Disk 

Removing Files From the Desktop 

Quitting AppleWorks 


Using Other Activities Menu Options 


Changing the Current Disk Drive or ProDOS Prefix 
Listing Files on the Current Disk 

Creating a New Subdirectory 

Deleting Files From the Disk 

Formatting a Blank Disk 

Selecting the Standard Location of the Data Disk 


Using Special Features 


Asking for Help 

Moving Back and Forth Between Files 
Saving the File You’re Working On 
Printing a Copy of the Display 

Keeping Track of Available Desktop Space 
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If you want to start up AppleWorks from 
a ProFile, see Appendix A. 


Working With AppleWorks 


This chapter presents general information about working with 
AppleWorks. It tells how to start up AppleWorks and how to 
interact with AppleWorks. It also includes instructions for using 
Main Menu and Other Activities menu options. 


Starting to Use AppleWorks 


Before you start using AppleWorks, make a copy of the 
AppleWorks Startup disk and the Program disk. Use DOS 3.3 
COPYA or the ProDOS Filer to do this. Use the copies and put the 
Originals in a safe place. 


To start up AppleWorks, follow these instructions: 


1. 


Put the AppleWorks Startup disk into drive 1. 


2. If the monitor is off, turn it on. 


. If the computer is off, turn it on. Press (CONTROL)-(G)-(RESET) if 


it is already on. It takes several seconds for the computer to 
read the instructions on the Startup disk. Then AppleWorks 
asks for the Program disk. 


. Remove the Startup disk, insert the Program disk, and 


press (RETURN). If you use your original Program disk rather than 
a copy, or if you put the disk in drive 2, you see the message: 





reo beh Mug i Ee urrcawd Then up iene adie for 
fhe date, which it uses e when you s save files during this session. 


. Type today’s date using the form shown on the screen. Then 


press (RETURN). If you have a Thunderclock™, first press 
to accept the date. AppleWorks displays the Main 
Menu. 


Starting to Use AppleWorks 3 








Warning 

If you are using one disk drive, AppleWorks asks you to switch the 
Program disk and the data disks occasionally, whenever it needs more 
instructions or more data. Switch the disks then, but don’t switch the 
disks unless AppleWorks asks you to. 





If you are using a second disk drive or ProFile for your data disks, 
follow directions in ‘‘Selecting the Standard Location of the Data 
Disk’’ in this chapter to let AppleWorks know where to look for 
your data. 


Communicating With AppleWorks 


This section provides general information on communicating with 
AppleWorks, information relating to your activities with 
AppleWorks whether you are using the Desktop Manager, the Data 
Base, the Word Processor, or the Spreadsheet. It tells how to 


@® use Open-Apple commands 


respond to prompts 


type and edit information 


use 
use AppleWorks’ Ruler. 





Using Open-Apple Commands 


Open-Apple commands are instructions to AppleWorks to use a 
special feature. They are always a combination of and another 
key that reminds you of what you want to do. For example, the 
Help command is a combination of and (7), which is written in 
this manual as (G)-(? ). The Save command is a combination of 


and (s), which is written in this manual as (G)-(S). 


You always hold down and press the other key lightly to give 
the command. 


Open-Apple commands usually mean the same thing whether you 
are using AppleWorks’ Data Base, Word Processor, or 
Spreadsheet. This means you don’t have to learn a lot of new 
keystrokes when you change tools. The keys that go with (Gc) 
remind you of what you want to do, so they’re easy to remember. 
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Figure 2-1. Main Menu 


Responding to Prompts 
There are four types of AppleWorks prompts: prompts that 
@ ask you to select an option from a menu 


@ ask you to select an answer to a question 


let you select files from lists 


@ ask you to type information. 


Selecting a Menu Option 


A menu is a list of numbered options from which you select one, 
such as the Main Menu, illustrated in Figure 2-1. You select an 
option in either of these two ways: 


e Press and until the option you want ‘is highlighted. Press 
to confirm your selection. 


® Type the number of the option you want and press (RETURN). 
After you select an option, its number is replaced by (—). 
AppleWorks’ default option is the option it thinks you’ll choose. 


It’s always highlighted, which makes it easy to select that option 
first. 
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Selecting an Answer to a Question 


Sometimes AppleWorks provides several answers to questions 
and expects you to select one. For example, the following question 
asks whether you want to print from the beginning of the 
document, from the beginning of the current page, or from the 
cursor position: 


a oe 


Loy ames hance ba cae are EGagirriirea, TribS face, or 
‘HP SOP pos . To selecta response: 


@ Choose the highlighted answer by pressing (RETURN). 


@ Choose one of the other answers by using to highlight the 
answer and then pressing (RETURN). 


@ Type the first letter of any response, such as &:, ¢, or <. 


Choosing Files From Lists 


AppleWorks presents lists of files from which you choose one or 
more: 


@ When you ask for files for the Desktop, you get the list of 
AppleWorks files on the current disk. Figure 2-2 illustrates such 
a list. 


@ When you ask to save files or remove files from the Desktop, 
you get a list of files on the Desktop. 


@ When you ask to delete files from the current disk, you get a list 
of all the files on your disk, not just AppleWorks files. 
Here’s how to choose files from lists: 


@ To choose one file from a list, use and to highlight the 
file’s name. Then press (RETURN). 


® To choose more than one file from a list: 


1. Use to move the highlight to a file you want. Then use 
to mark the name of the first file. 


2. Use to highlight the next file you want and put an arrow by 
it with (—). 
3. Continue to use and to mark files. 


4. Use or (1), and then to remove arrows if you choose a 
file by mistake. 


5. Press after you mark all the files that you want. 


Chapter 2: Working With AppleWorks 





Figure 2-2. List of AppleWorks Files 


If you are choosing files by marking their names with arrows, the 
highlighted file isn’t chosen unless it has an arrow. 





Answering Questions by Typing Information 


Certain AppleWorks questions ask you to type information in 
response. For example, when you are creating a new file, 
AppleWorks asks you to type the name of the new file: 


The guidelines that apply when you’re answering questions like 
this are in the next section. 





Typing and Editing Information: General Guidelines 


This section contains general guidelines for typing and editing 
AppleWorks information. It describes how to use AppleWorks’ two 
cursors and how to delete information. Specific instructions for 
typing and editing in the Data Base, the Word Processor, and the 
Spreadsheet are in Chapters 4, 7, and 10, respectively. 
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Using AppleWorks’ Two Cursors 


AppleWorks has two cursors: 


@ The blinking bar is the insert cursor. When you see this cursor, 
whatever you type is inserted at the cursor position. The 
characters to the right of the cursor are moved further to the 
right. 

@ The blinking rectangle is the overstrike cursor. When you see 
this cursor, whatever you type replaces the character under the 
cursor. However, existing carriage returns move to the right. 


After you type the date when you first start up AppleWorks, you 
see the insert cursor. Change between the two cursors any time 


with (G)-(E) (for edit). 


AppleWorks Tip 


some AppleWorks users find it easier to use the overstrike cursor to 
type new information, as well as to replace existing information. 


Deleting Information 
There are two ways to delete information: 


@ To delete a few letters or numbers, one at a time, use (DELETE). 
Each time you press (DELETE), one character to the left of the 
cursor is deleted. 


® To delete from the cursor position to the end of an entry or line, 


press (CONTROL )-(Y ). 





Using (Esc) 


is AppleWorks’ bailout key. When you press (Esc), you return 
to the previous display or erase your response to a prompt. 


When you have the Main Menu displayed and you press (ESC), you 
return to the last file you were using unless you saved files or used 
one of the Other Activities menu options in the meantime. Then 

AppleWorks does not save the name of the file you were last using. 


Whenever you get to a place you don’t want to be, just press 
and you return to the previous display. 
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Using AppleWorks’ Ruler 


AppleWorks’ Ruler divides a file into eight approximate parts and 
then lets you move through the file by parts. If you add information 
to the file or delete information, the parts change. 


The Ruler is a combination of and through (9). It works 
whether you are using a Data Base, a Word Processor, or a 
Spreadsheet file. 


Using Main Menu Options 


This section tells how to use AppleWorks’ Main Menu options, 
including 


Adding files to the Desktop 

Working with one of the files on the Desktop 
Saving Desktop files to disk 

Removing files from the Desktop 


Quitting AppleWorks. 





Adding Files to the Desktop 
To add files to the Desktop: 


1. 


2, 


Using Main Menu Options 


Make sure you have the Main Menu displayed. If you don’t, you 
can get it by eee one or more times. 


Choose Files to the Geese =, AppleWorks displays 
the Add Files | menu, “whleh ih is rilusirated in Figure 2-3. 





Figure 2-3. Add Files Menu 


Specific directions for making new files 
are in ‘“‘Creating a Data Base File’”’ in 
Chapter 4, ‘‘Creating the Document”’ in 
Chapter 7, and “Creating the 
Worksheet”’ in Chapter 10. 
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3. Choose an option from the Add Files menu. 


If you choose f# + e434 + 4% aes ee 
AppleWorks srescniee a list i fappieWedet flea on Aha disk. The 
names of the files are listed alphabetically by type. Besides the 
filename, you see the size of the file in thousands of characters, 
and the date (and time, if your Apple computer has a system clock) 
the file was last saved. The list can contain up to 150 filenames. If 
there are more than ten files in the list, you see in: = at the 
bottom of the screen. Press to see the rest of the list. 


If you choose !: sn, 1885 Lo lee Poe ete res 
AppleWorks ask: you to choose thre location of dhe files. “After you 
do, you get the list of AppleWorks files for that disk. 


If you choose any of the iaik & & rig = Options, AppleWorks 
asks if you want to make a file form ecrsien or from an existing file. 


AppleWorks Tip 


Sometimes AppleWorks can’t find a disk in a drive. Perhaps you 
haven’t closed the door of the disk drive, you inserted a disk that 
doesn’t have AppleWorks files on it, or the disk is in a location other 
than the one displayed in the top-left corner of the screen. When 
AppleWorks can’t find AppleWorks files in the disk drive, it tells you so. 
You can check for the reason and then ask AppleWorks to look for the 
files again in the same location or in a different location. 
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4. To choose one file from the list, use and to highlight the 
file you want. Then press (RETURN). 


5. To select several files, use and to mark the files you 


want. Then press (RETURN). 


If you try to add a file that is already on the Desktop, AppleWorks 
asks if you really want to do that. If you answer yes, AppleWorks 
adds the second copy of the file to the Desktop. (You may want to 
rename one of the two copies.) 


After AppleWorks adds two or more files at once to the Desktop, it 
displays a message telling you how many files have been added. 
Now either eee ly (iS) (a) to ot the Desktop Index or press (SPACE) 
to return to the - roils menu. 


By the Way: AppleWorks won’t let you add files so that the number of 
files on the Desktop exceeds 12. Neither will it let you add files that 
take up more than the available Desktop space. AppleWorks displays a 
message if you try to do either one. 





Working With One of the Files on the Desktop 
To select one of the files on the Desktop to work with: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pee one or more times. 


penleWorkse Ajsplayedi fie a aatien i lridex, 


3. Choose the file you want to work with. AppleWorks displays that 
file with the cursor in the same place it was when you last 
worked with the file, so you don’t lose your place when you leave 
a file. 


If there is only one file on the Desktop, AppleWorks displays that 
file immediately, skipping the Desktop Index. 


AppleWorks Tip 
(G)-(Q) gets you the Desktop Index from anywhere in AppleWorks. 


Using Main Menu Options 








Saving Desktop Files to Disk 


Sometimes you want to save one or more files to disk but keep 
them on the Desktop so you can continue to work with them. When 
you save a changed file, AppleWorks saves it to disk before it 
deletes the original file. That is, it doesn’t just replace the old file 
with the changed file until it is successfully saved. This is a safety 
feature to make sure you don’t lose your original file before the 
new one is saved. There must be enough room on the disk for 
AppleWorks to save the changed file. 


Here’s how to save a file: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


2. Choose is Lise te Fo filee th :. AppleWorks 
displays the =Fiivi Ff TLE =m menu, - illustrated in Figure 2-4. 


Figure 2-4. Save Files Menu 


The last file you used is highlighted. 


The status of the file: whether it’s new, 
changed, unchanged, or saved. 


The type of file: whether it was created 
by the Word Processor, the Data Base, 
or the Spreadsheet. 


The size of the file, in thousands of : : 
characters. 4 





{gee comet bene sont Sone enue Meee meet See Sete et ted fennt Sheen an Sant fone Semen te See ORE Me SinTY ne fem lene Neen! cee sae Seti Denut Sentt St ph Milt Jett free hie Sn StH SONNE Done ont Geet GtR Jane lates ‘ene Gea Nets mt Me tannh  SAty seAld fe Sure ttieY eUtlP Prem Deen SeP men 


Le teranntionaonarticaateanan tcnetienentionantennntbonnst constonen temnadeannet anastaseatieanateenehonnt aeantieane teeertemmtternstiennetonentonmnloemedteenntonndtennteanateonatienadtosastioane tensateonadtoonstenateateembewntioneteeetemeteanntionsdeenndeneticansteosatsonsteooodcasetesaleentensdonediemnntieestemelcmmmaneteenetonnmicanteactonetcnmonstetinedeedtansteatenatoned 


Space Available: Depending on the size of your computer’s memory, 
the space available number you see on the display may be larger or 
smaller than that in the manual’s illustrations. 
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See ‘‘Saving Desktop Files to Disk’”’ to 
find out how AppleWorks saves files. 





3. Use to choose the file you want to save. Then press 


(RETURN). 


Or use and to highlight more than one filename. Then 
press (RETURN). 


4. What you do now depends on whether a file is new, changed, 


unchanged, or saved: 


e@ If the file you designated is unchanged or saved, AppleWorks 


asks you if you want to put it on the current disk or ona 
different disk or directory. 


If you choose the current disk, you specify whether you want 
to replace the old file with the new, unchanged file or save the 
file with a different name. Then you type the new name of the 


file and press (RETURN). 


If the file you designated is new or changed, AppleWorks 
asks you how to save the file. You can choose to save the file 
onto the current disk or save the file onto a different disk or 
directory. Then you have to specify the other disk or 
directory. 





Removing Files From the Desktop 


When the Desktop is too full, you can remove files from the 
Desktop. When you remove an unchanged file, you won’t be asked 
first if you want to save it. It is immediately removed. 


To remove files from the Desktop: 


1. 


Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


aisle eA fhe Remeve 5s Files. menu, which is INustrated in 
Figure 2-5. 


Using Main Menu Options 28 





Figure 2-5. Remove Files Menu 


The status of the file: whether it’s new, 
changed, unchanged, or saved. 







The type of file: whether it was created 
by the Word Processor, the Data Base, 
or the Spreadsheet. 


The size of the file, in thousands of : : : 
characters. bo 


F codlsnotionantncnodinad sonstisntieanaticmnedhamnliounsteanan tone enestiannstene fonanteenteesettamnetannetemantesnn etiam lonnetseantacmteansaonnstanoatesoatbonedsonnet onnataena femmes aneetanneticsaalsesenseaanet nanteaaeteanadonastasonheaca'sasasimonadkonnetasnal encase enact acsstinoanl anes eonestionaetaoattenasianastssondeenalimneatieonestemalionnstannelteanatemedtanatiens tonsetiesantiometieenn 


tt io. : Le fe : : 
BE an om, sme be OT me he Ee ea gaa ae whe ibe wa be seb VaR thoes | 
Use Right Arroy ta chogse tiles, Left Arrou to undo abe Avail, 


3. Use to highlight the file you want to remove. Then press 


(RETURN). Or use and to highlight more than one 
filename. Then press (RETURN). 


4. What you do now depends on whether a file is new, changed, 
unchanged, or saved: 


@ If the file you designated is unchanged or saved, AppleWorks 
immediately removes it and displays the Remove Files menu 
again. 


@ If the file you designated is new or changed, you can choose 
from these options: 
Remove the file and save it on the current disk; 
Change to another disk or directory, then save the file there. 


Throw out the file with its changes. Then AppleWorks asks 
you if you really want to permanently erase from the Desktop 
the file you designated. This is a precautionary measure to 
make sure you don’t erase a file by mistake. 


If you change your mind and decide you don’t want to 
permanently erase the file, choose !=:. If you want to 
permanently erase the file, choose ==. AppleWorks takes 
you back to the Main Menu. 
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See ‘‘Saving Desktop Files to Disk’”’ to 
find out how AppleWorks saves files. 


Quitting AppleWorks 


There are two ways to leave AppleWorks. One is safer than the 
other! The unsafe way is to just turn off your Apple computer. Or 
start up another program. If you choose this method, you may lose 
information you should have saved. 

Here’s the safe way to leave AppleWorks: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


2. Choose !iiii =. 
3. Choose ¥#=. (fi gives you a Chance to change your mind.) 


4. AppleWorks then asks you how to take care of all the new and 
changed files on the Desktop, one by one. You can choose to 


@ Save files on the current disk. 


@ Change to a different disk or directory. Then you designate 
the other disk or directory. 


@ Throw out the file. Then AppleWorks asks you if you really 
want to throw out the file you designated. This is a 
precautionary measure to make sure you don’t erase a file by 
mistake. 


If you have made a mistake and don’t want to throw out the 


file, choose }i<:. AppleWorks presents the three options 
again. 
If you want to throw out the file, choose ¥ ==. AppleWorks 


asks you then how to take care of the next new or changed 
file on the Desktop. 


5. If a file is changed, AppleWorks asks you if you want to replace 
the old file with the changed one or save it with a new name. If 
you choose the second option, type the new name and press 


(RETURN). 


Warning 


Using the Quit option to leave AppleWorks ensures that you will always at 
least think about saving new or changed files before you quit using 
AppleWorks. 


After you choose option 6 from the Main Menu to quit AppleWorks 
and you take care of all changed files, AppleWorks displays a 
ProDOS prompt as follows: 
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Instead of /SAMPLES, you will see the name of the current disk 
that you set in AppleWorks. 


If you aren’t running programs from a ProFile, it’s easy to insert a 
startup disk for another application and press 
(G)-(CONTROL)-(RESET). If you are running programs from a ProFile, 
follow these steps: Press to continue using the present 
volume. If you want to set the prefix to some other volume name 
where the program you wish to run is located, type the new volume 


name 2 ane ie . For example, you might type 
“PRUP , Which is the volume name of your ProFile. 


After you press (RETURN), the display clears and you see this 
prompt: 


Now type the name of the program (in the volume you set above) 
that you want to run. For sea i 7 be have the Filer program on 
your ProFile, you can just type F " to cause it to run. 


Using Other Activities Menu Options 


This section tells how to use the options available from 
AppleWorks’ Other Activities menu, including 


@® Changing the current disk drive or ProDOS prefix 
@ Listing all files on the current disk 

® Creating a subdirectory 

® Deleting files from disk 

@ Formatting a blank disk 

@ Selecting the standard location of the data disk. 
ane est eae eines" menu earn Ful LPP OOP ma tbr 
shimiit ouiour orien is decetead in enanierd 13. 
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See ‘‘File Locations” in Chapter 1 for a 
discussion of current locations. 


Changing the Current Disk Drive or ProDOS Prefix 


When you want to make a temporary change to the location where 
AppleWorks automatically looks for files, you can specify a current 
location. That lets you change to a different disk drive. Or you can 
specify a ProDOS prefix so AppleWorks looks in another location, 
perhaps in a subdirectory on a ProFile, for files. This change lasts 
until you quit AppleWorks or until you change it again, whichever 
comes sooner. 


Any time you change the standard location by using Other 
Activities menu option 6, the current location changes 
automatically to that value. 


Here’s how to make the change: 


Th 
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. Choose to riarea & 


Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


. Choose tithier Himttiwi ties. 





mPa Po ide, AppleWorks displays the ©. 
Liicee. menu. 


. Choose the device you want. 


AppleWorks Tip 


AppleWorks does not check the validity of ProDOS prefixes when you 
change the current location. If AppleWorks can’t find the location when 
you ask for files or try to save files, it asks you whether to try again or to 
try in a different location. 











Listing Files on the Current Disk 


It’s handy to be able to get a list of all files (up to 150) on the 
current disk, not just AppleWorks files. Here’s how: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


2. Choose ithier Mimtiwi:i ties, 


3. Choose :. mid Fa EF mrpE hb ie base, 
AppleWorks sieplavet the list, ‘with i: RopleWvorkett files first shel 
omer files Isted ol lbasionaes at the bottom and designated as 

ee OP ike i seed _ If the list contains more than ten 
files, you see: = at the bottom of the display. 
Use (|) to see ‘ihe rest of the list. To see the list of files in a 
subdirectory, change the current location to a ProDOS prefix 
that includes the subdirectory name. 


4. Press to return to the Other Activities menu. 


Creating a New Subdirectory 


You can create a new subdirectory on the current disk or ona 
ProFile. Here’s how: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing (ESC) one or more times. 


2. Choose tithier Ficrt iwi ties. 
3. Choose ir &@ te & Subd. eit tor us, 


4. Type the complete pathname of the subdirectory. Then press 
(RETURN). After AppleWorks creates the subdirectory, it reports 
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Deleting Files From the Disk 


Here’s how to get rid of old files from your data disks or ProFile by 
deleting files: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


2. Choose ithier Fictiwi ties. 

3. Choose °- Le files from: -. AppleWorks shows the 
Welle! 7 FI 1 Lee 3 display, ‘which lists Sail files on the current 
disk. 


4. Use to highlight the file you want to get rid of. Then press 
(RETURN). Or use and to mark more than one filename. 
Then press (RETURN). (Remember, you can unmark files with (—).) 


Then AppleWorks asks if you really want to erase the file you 
designated. This is a precautionary measure to make sure you 
don’t erase a file by mistake. 


If you don’t want to permanently erase the file, choose ?i=:. 
AppleWorks takes you back to the Other Activities menu or to 
the next file you chose. 


If you want to permanently erase ne lle, choose % go 
AppleWorks takes you back to the Liki Pr F flor ES y menu. 


This activity also lets you delete a subdirectory if it contains no files. 





Formatting a Blank Disk 


To format a blank disk for use as an AppleWorks data disk or for 
use with other ProDOS systems: 


1. Make sure you have the Main Menu displayed. If you don’t, you 
can get it by pressing one or more times. 


2. Choose ithier Hc*tivai ties. 


3. Choose Fairiat Ab Lark ¢ :. AppleWorks asks you to type 
the voluni: name stor ihe disk. ‘The volume name can contain up 
to 15 letters, numbers, and periods, with no spaces. It must 
begin with a letter. Press after you type the name. 


4. Make sure the disk is in the current drive. Press when 
you are ready to format. 


After AppleWorks formats the disk, it reports “access! 
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A Warning 


AppleWorks formats disks in ProDOS format, which is not the same as 
DOS format. You can’t use ProDOS-formatted disks with DOS systems, 
and you can’t use DOS-formatted disks with AppleWorks. 


See “‘File Locations” in Chapter 1 fora 
discussion of standard locations. 





AppleWorks Tip 
Formatting a disk is a quick way of erasing all the files on the disk. 





Selecting the Standard Location of the Data Disk 


The standard location of the data disk is where AppleWorks looks 
for files when you first start up and until you specify a current, 
different location. This information is saved from one session to 
the next. 


Here’s how to select the standard location: 


1. Be sure you are at the Main Menu. If you’re not, press (Esc) 
one or more times to get there. 


2. Choose ithier Fimtiwitiee, 

3. Choose risrrcie SLSR Srd LOCatior ot Gata cise. 
AppleWorks presents the Standard Data Disk display, which 
allows you to name a disk drive or ProFile or other ProDOS 
directory as the standard location. 


4. If you chose ProFile or other ProDOS directory, AppleWorks 
asks you to type the ProDOS prefix. After you press (RETURN), 
AppleWorks displays the Other Activities menu again. 


When you change the standard location, the current location 
changes automatically to the new standard location. 


AppleWorks Tip 


Initially, the standard location for disks is drive 1. If you are using any 
other location for AppleWorks data, select a new standard location. 
Selecting the standard location is probably a one-time only task. 
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Using Special Features 


This section tells how to use AppleWorks’ special features, 
including 


@ Asking for help 

@ Moving back and forth between files 
@ Saving the file you’re using 

@ Printing a copy of the screen display 


@ Keeping track of available Desktop space. 





Asking for Help 

Whenever (G)~*? fr He i & appears in the bottom-right corner of 
the display, you can get help information. To display help 
information: 


1. Press (G)-(7 ). AppleWorks displays the help information. 


2. Use and to move the information displayed so you can 
see all of it. 


3. Press to leave the help information and return to where 
you were. 





Moving Back and Forth Between Files 


When you want to change to another file on the Desktop, press 
(G)-(Q) (for quick change). AppleWorks presents the Desktop 
Index, from which you can choose the file you want. The Desktop 
Index is available from anywhere in AppleWorks, so use it any time 
to get to the file you want. The file type is shown in abbreviated 
form after the filename. 


Using Special Features 


See Chapter 13, ‘Printers and 
Printing,” for directions on how to 
specify a printer to print a copy of the 
display. 








Saving the File You’re Working On 


Any time you want, you can save the file you’re working on at the 
moment. To do so, press (G)-(s ). AppleWorks saves the file 
immediately on the current disk, replacing the origina! file by that 
name, if there is one. As it saves the file, it displays the index cards 
that show the save procedure. Then it returns you to the 
Review/Add/Change display of the file. If you decide to stop this 
operation while it is still in progress, press (Esc). Your original file 
is still on the disk. 


This is probably the easiest and fastest way to make sure you don’t 
lose information as you work with AppleWorks. 





Printing a Copy of the Display 


To print a copy of what’s displayed on the screen, press (G)-(H) 
(for hard copy). Before you do, however, you should make sure the 
printer designated for hard copies is the correct one. 


You can print a copy of the display any time you are using 
AppleWorks. This feature can help you keep a written record of 
what Data Base report formats and customized record layouts 
look like, and what printer options are in effect. 





Keeping Track of Available Desktop Space 


Whenever you want, you can find out noe me ceaeipe aad is 
available for files. To do so, you get the Hv sailSbic boas = Sign 
at the bottom- a corner a the screen by pressing (6) ()- (7) 
whenever (G)~"" For Hele epee at the bottom-right corner of 
the screen. The F iis & " [& no gece sign tells how much space is 
available in ioueance of charactors or kilobytes (K). 


Theva i labia soace sign seep Saar in the bottom-right 
corner - of the s screen shederoria! (G)~'* For He lec does not. 
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Figure 3-1. Data Base’s Two Main 
Functions 


Understanding the Data 
Base 


AppleWorks’ Data Base allows you to work with information you 
normally keep in lists: names and addresses, schedules, 
inventories. The Data Base makes it easy to organize the 
information, keep it current, and get copies of it whenever you 
want. 


This chapter discusses the Data Base’s two main functions, 
illustrates its flow of activities, and lists its file guidelines. 


The Data Base’s Two Main Functions 


AppleWorks’ Data Base performs two main functions, as 
Figure 3-1 illustrates. These two main functions are 
Review/Add/Change and Report. 


Data Base File 


Review/Add/Change 





When you use Review/Add/Change, you work with information ina 
file to add new information, change incorrect information, and 
delete out-of-date or unnecessary information. You also use 
features that allow you to display only certain information, arrange 
records in the order you want them, and change the way 
information is displayed on the screen. 
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The activities that lead to 
Review/Add/Change and those 
included in Review/Add/Change are 
described in Chapter 4. Those that 
have to do with Report are described in 
Chapter 5. 





When you work in Report, you create and print reports. To create 
reports, you make a set of specifications that tell exactly what 
information you want to print and the way you want the 
information placed. You also specify calculations, subtotals, and 
grand totals. 


The report specifications you make become part of the Data Base 
file but they do not change the data in the file. You save the 
specifications so you can print the report any time you want with 
current data. 


As well as printing a report on a printer, you can print it to the 
clipboard for inclusion in a Word Processor document. 


Activity Flow 


Figure 3-2 shows your activities when you are using Data Base 
files. 
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Figure 3-2. Flowchart of Data Base 
Activities Add Files 
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EEA LAE MOO SALES ~©=6 File Guidelines 


Review your understanding of Data Base terminology before 
studying the Data Base file guidelines. Figure 3-3 illustrates a 
sample Data Base file. 

Figure 3-3. Data Base Terminology 


Item Item No. Cost 
Courier 10 Printwheel FF3882 6.95 
Flip-top Disk File FF1928 39.00 
Flexible Disk Carrying Case FF9711 59.95 
Flexible Disk Binder DD2837 6.95 


1. Characters are letter or numbers. §; and i are characters. 


2. Eranee | are inewiadal pas ot information within a Data Base 
file. : ip Ler LED Rr Lritidiie@e | and rFr&eii are entries. 


3. ics ied are one kind of information within a Data Base file. 
RSE RES o£ Tamir Pic , and ivm=t are categories. 


4. Records are all the information about one person or item in the 
file. All the information about the Courier 10 Printwheel is in 
one record. All the information about the Flip-top Disk File is in 
another record. 


Table 3-1 lists guidelines for Data Base files. 
Table 3-1. Data Base File Guidelines 


File Feature Guideline 
Maximum number of records in a file Apple computer with 64K RAM: 
assuming an average record size of About 250 


75 characters 
Apple computer with 128K RAM: 


About 850 
Maximum number of categories per 30 
record 
Maximum length of a record 1024 characters 
Maximum length of an entry 76 characters 
Maximum number of characters in a 20 


category name 
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Working With Data Base 
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Moving the Cursor 


Cursor Movement in Multiple- and Single-Record Layout 
Cursor Movement in Multiple-Record Layout 
Cursor Movement in Single-Record Layout 


Deleting Records 
Copying Records 
Copying One Record 
Copying Groups of Records 
Moving Records 
Displaying Certain Records 
Changing Record Selection Rules 
Finding Certain Records 
Arranging Records 
Zooming In and Out 
Changing the Record Layout 
Changing the Multiple-Record Layout 
Changing the Single-Record Layout 
Changing a File’s Structure 





a oe z peer : ae ee 





















































Working With Data Base 
Information 


The activities described in this chapter allow you to create Data 
Base files, browse through them, and keep information current. 
They also let you control what information is displayed and how it’s 
displayed. 


Creating a Data Base File 


This section tells how to plan a new Data Base file and how to 
create a Data Base file from scratch, from a text (ASCII) file, from a 
DIF file, and from a Quick File file. 





Planning a New Data Base File 


When you plan a Data Base file, you first decide in general what the 
file should contain. That is, similar items of information logically 
belong together in a file. For example, your index of baseball cards 
belongs in one file, while your list of office inventory items belongs 
in another. 


After you decide in general what the file should contain, you should 
analyze exactly what the similar items of information in the file 
have in common. For example, the items in the office inventory file 
probably have the following information in common: name of 
inventory article, date it was bought, where it was bought, original 
price, depreciated value, and warranty information. These become 
the categories in the file. 


Each office item has a record in the file. For example, your copy 
machine and your answering machine each have a record. 
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Figure 4-1. Office Inventory File So the file looks like that illustrated in Figure 4-1. 


Item DateBought Where DeprecVal Price Warranty 
Categories ooo 


Copy Mach. Jan 03 83 Fred’s Off.Sup. 1500.00 2299.95 3 years 
Records $$$ 
Answering Mach. Nov 15 82 Sam’s WholSI 0.00 159.95 1 year 
ees su i a re 


Entries 





Creating the File 

Follow these steps to create the file: 

1. Choose Hdd files ta the fesrk toe from the Main Menu. 

2. Choose Make snieu File for the Dats Ease from the 
Add Files menu. 

oD: Syne r JP Poin & teat CREEL Do File 
Fame « Pape Elta *THe Fl ve er F i 


ih = fforn he Data Basen menu. 
From Scratch 


Follow these steps if you’re creating your file from scratch: 


Th hl He name of mle new file in response to : 
mid FE LS . Filenames can be up to 15 -ohapeetare sad 

They must Saainy with a letter, and they can contain uppercase 
or lowercase letters, numbers, periods, and spaces. Then press 


(RETURN). 


2. Type the names of the categories in the file. Category names 
can be up to 20 characters long. Use the overstrike cursor to 


type over Dateagoru 1. Press after each category 
name, including the last. 


3. Press when you are satisfied with the filename and the 
category names. AppleWorks then tells you the file doesn’t 
contain any information and that you can begin inserting new 
records by pressing (SPACE). The section ‘“‘Records Into a New 
File’ tells how to continue. 
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See ‘‘Using Dates and Times’”’ in this 
chapter for more information about 
standard dates and times. 


See ‘‘Changing a File’s Structure’”’ in 
this chapter for more information about 
how to change the structure of a file. 





To correct the filename, press to return to the filename. Then 


retype it and press (RETURN). 


To correct category names: 
@ Press to go to the previous category name. 
@ Press to go to the next category name. 


@ Press (G)-(1) to insert a category name ahead of the one the 
cursor is on. 


e@ Press (G)-(D) to delete a category name. Then correct the 
category name and press (RETURN). 


AppleWorks Tip 

Use category names that contain the words date and time, such as 
Birthdate or arrivaltime. Then AppleWorks converts entries in that 
category to standard date and time format. 


It’s easy to change a file’s structure after you create it, and even after 
you create records for the file. 


From a Text (ASCII) File 


You can use a text (ASCIl) file as the source of your AppleWorks 
Data Base file. Text files are files created by systems such as the 
Apple Pascal Editor when the environment is set to ASCII, Apple 
Writer, and some data base systems. 


AppleWorks requires that 


@ Each entry in the file be on a separate line and followed by a 
Carriage return — 


@ Entries be grouped by record and in the same order throughout 
the file. 


Warning 
You must convert text files on DOS disks to ProDOS with the ProDOS 
User’s Disk before you can use them to make AppleWorks files. 
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Pathnames are discussed briefly in 
Chapter 1 of this manual and in the 
ProDOS User’s Manual. 





Follow these steps to make a Data Base file from a text file: 


1. If you chose Se :, AppleWorks asks 
for the text file’ S pe ihnanie Type the eomblca pathname and 


press (RETURN). 
2. Type the number of categories each record will have and press 


(RETURN). 


3. Type the AppleWorks name for the file. Filenames can be up to 
15 characters long. They must begin with a letter, and they can 
contain uppercase or lowercase letters, numbers, periods, and 
spaces. Then press (RETURN). 


AppleWorks Tip 


When you first get the text file, categories are named Category 7 and 
so on. You can change the categories’ names with the (G)-(N) 
command. 


From a DIF File 


You can use a DIF file—a file created by AppleWorks’ 
Spreadsheet, VisiCalc, and other programs—as the source of a 
Data Base file. When you first create the DIF file, however, use the 
.-, Or column-wise, option. Then all information for one record is 
automatically grouped together. 


Warning 
You must convert text files on DOS disks to ProDOS with the ProDOS 
User’s Disk before you can use them to make AppleWorks files. 


Follow these steps to make a Data Base file from a DIF file: 


1. If you chose :, AppleWorks asks for the file’s 
pathname. Type t the eonibieis since and press (RETURN). 


2. Type the AppleWorks name for the file. Filenames can be up to 
15 characters long. They must begin with a letter, and they can 
contain uppercase or lowercase letters, numbers, periods, and 


spaces. Then press (RETURN). 


AppleWorks Tip 


When you first get the DIF file, categories are named Category 1 and so 
on. You can change the categories’ names with the (G)-(N) 
command. 
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Figure 4-2. Single-Record Layout 


From a Quick File File 


You can use a Quick File file as the source of a AppleWorks Data 
Base file, too. Here’s how: 


_ If you chose Frain & Gaaimk File ¢TP> £1212, AppleWorks 
eet the Quick File file elon from the disk in ‘abe current drive. 
After you select the Quick File file you want, AppleWorks adds it 
to the Desktop, and you’re on your way. 


Single- and Multiple-Record Layouts 


You work with records in Data Base files in two different formats: 
single-record layout, and multiple-record layout. You can change 
from one record layout to the other whenever you want to see how 
your records appear in the other format. 





Single-Record Layout 


The single-record layout contains all the information in one 
record. This information, listed vertically by category, includes all 
the categories that you chose for this Data Base file. 


Single-record layout displays records one at a time, so you use it 
to insert information when you are making new records. Figure 4-2 
shows a single-record layout in the User Group file on the Sample 
Files disk. 





Single- and Multiple-Record Layouts 








Figure 4-3. Multiple-Record Layout 





See “Using Standard Values”’ in this 
chapter. 


Multiple-Record Layout 


Multiple-record layout shows a// the records in your Data Base file 
at once. It does not, however, include all the categories that you 
defined but only those that you choose to display. Each record 
appears horizontally in one row with the appropriate information 
beneath the category name at the top of each column. 


In multiple-record layout you can browse through all your records, 


position the cursor on a particular record, and then press (G)-(Z) 
to zoom in to single-record layout to see the details of that record. 


You can also use multiple-record layout when you want to 
rearrange the categories in your file, or when you want to change a 
number of entries in the same category. 


Figure 4-3 illustrates a multiple-record layout from the same file 
shown in Figure 4-2. 





Inserting Records 


This section tells you how to insert records into a new file or into 
an existing file in single-record layout. 


AppleWorks Tip 


Use standard values to put the same information into every entry in 
most or all records. 
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See ‘‘Changing the Record Layout.”’ 


Records Into a New File 


After you create a new Data Base file, you can insert records into 
the file. Follow these steps: 


Ti 


Press after you set up the filename and the category 
names. AppleWorks tells you there are no records in the file and 
that you should press to begin inserting records. 


. Press (SPACE). AppleWorks presents the first blank record in 


single-record layout. 


. Type information for each entry and press (RETURN). Or just 


press if the entry is blank. When you press 


after the last entry in the first record, AppleWorks presents the 
second blank record. Continue to create records until you are 
through. 


. Press after you finish creating new records. AppleWorks 


presents the new records displayed in multiple-record layout. 


AppleWorks Tip 

You can make the information in an entry long enough so that it fits in 
the space next to the category name. Actually, an entry can be up to 
76 characters long, almost the width of the screen in single-record 
layout. You may not be able to see the whole entry in multiple-record 
layout, however, unless you change the multiple-record layout with 


(G)-(L). 





Records Into an Existing File 


You can insert records into an existing file from 
Review/Add/Change multiple- or single-record layout. 


In Single-Record Layout 


Here’s how to insert records when you’re in single-record layout: 


1. 


Inserting Records 


Press (G)-(1_). AppleWorks presents a blank record in single- 
record layout. Type information into entries and press 
after each. 


. Press after you type information into the last entry in 


the first blank record. AppleWorks presents the second blank 
record. 


. Continue to create new records until you are through. Press 


after the last entry in the last new record. Then press 
(Esc). AppleWorks returns you to the place in 
Review/Add/Change where you were when you pressed (G)-(1 ). 





See ‘‘Arranging Records.” 


See “‘Copying Records.”’ 








New records go immediately before the record the cursor is on 
when you press (G)-(1_). Then you can arrange records in the order 
you want them. 


AppleWorks Tip 


Pressing while you are inserting records always returns you to 
the place in Review/Add/Change where you were when you began to 
insert records. If you were in single-record layout before you began 
inserting, you will return to single-record layout when you press (ESC). 
Then press (G)-(Z) to zoom out to multiple-record layout. 


You can insert new records at the end of a file, too. Move the cursor to 
the last record in the file. Then, press (G)-(Z) to zoom into the single- 
record layout. Press (G)-(1 ) to get past this record. AppleWorks asks 
you if you want to insert new records. Choose ==. AppleWorks 
presents a blank record. 


Changing the single-record layout, by pressing (G)-(L), makes it 
easier to add records because you can display categories and type in 
information in the same order and layout as your data input forms. 


In Multiple-Record Layout 


You can insert records in multiple-record layout, too, although you 
should make sure you get information into entries not displayed in 
this layout. To insert records in multiple-record layout, you first 
create blank records and then type information into them: 


1. 


Press (G)-(1_.) when you are in multiple-record layout. 
AppleWorks displays a record in single-record layout. 


. Press to create blank entries in the record. Stop when 
the cursor is on the first entry in the second record. 


. Press (G)-(Z) to return to multiple-record layout. 
. Use (G)-(c) to make multiple copies of the blank record. 


5. Whenever you want, type information into the blank entries. 


Press after each new entry. If you use the insert cursor, 
long entries slide to the right and under the next category entry, 
so entries are not limited in length by the category’s column 
width. 


If you are going to type information into entries in multiple-record 
layout, you may want to set the cursor so that it moves to the right 


instead of down when you press (RETURN). To do this, type (G)-(L), 
press (ESC), and choose #= iaiiit. 
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yy _sCP utting Information Into Entries 


It’s easy to type information into Data Base entries and then edit 
any that are incorrect. In addition, you can use special Data Base 
features that allow you to get information into entries quickly, with 
a minimum of typing and correcting errors! 





Typing and Editing Entries 


Here’s how to add or edit information in your Data Base entries: 


1. 


Use the insert cursor, which is the blinking bar cursor, or the 
overstrike cursor, which is the blinking rectangular cursor, 
when you are typing and editing entries. Anything you type with 
the overstrike cursor replaces what was there. Anything you 
type with the insert cursor goes to the right of the character the 
cursor is on. The character the cursor is on and information to 
the right of it moves to the right. 


Change between cursors with (G)-(E). 


. Use to delete one character to the left of the cursor. 


. Press to restore the former entry and move the cursor to 


the first character of the entry. 


. Use and to move the cursor past characters, without 


changing them. 


. Press (CONTROL)-(Y )-(RETURN) to erase the rest of an entry 


starting from where the cursor is. Pressing in the 
middle of an existing entry does not truncate the rest of the 
entry. 


. Use the insert cursor to insert characters into entries in 


multiple-record layout. If the entry becomes too long for the 
available space, the information to the right of the cursor slides 
under the entry in the next column. You can zoom in to see the 
whole entry. 





Dittoing Entries 


In multiple-record layout you can ditto, or copy, the entry above 
the one the cursor is on into the current entry just by pressing 


(G)-(”) (do not press (SHIFT)). 


Putting Information Into Entries 











Using Standard Values 


Standard values are values you create that AppleWorks 
automatically inserts in Data Base records. After you create a 
standard value for a category, each entry in that category gets the 
standard value until you enter a different value for it. Standard 
values save you time because you don’t have to retype the same 
information again and again and correct mistakes along the way 
when you are inserting many records with similar data. 


For example, when many people in your name and address file live 
in the same city, say, Chicago, then you would make Chicago the 
standard value for the city category. Chicago is the entry for the 
city category for each new record and you change the entry only 
for the ones who don’t live in Chicago. 


Here’s how to create standard values: 


1. Make sure you are in Review/Add/Change or Insert New 


Records ((G)-(1_)). 


2. Press (G)-(v). AppleWorks presents a record with the standard 
values for categories that have them. 


3. Type a standard value for a category. Then press (RETURN). 
Type standard values for other categories if necessary. 


4. Press to return to Review/Add/Change or Insert New 
Records. 


Whenever you insert records, categories with standard values are 
already filled in. You can leave the standard value or type 
information over it to change it. 


To remove a standard value, start from Review/Add/Change or 
Insert New Records. Press (G)-(v). Put the cursor on the category 
whose standard value you want to remove. Press (CONTROL )-(Y ) 
and then (RETURN). The standard value is removed. 


Press to return to Review/Add/Change or Insert New 
Records. 
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Table 4-1. Dates Converted to Standard 
Format 


Using Dates and Times 


AppleWorks converts dates you type to a standard format if you 
make sure the category name contains the word date, as in Date, 
Expiration Date, Date of Hire. That is, all dates appear as three- 
letter months, one- or two-digit days, and two-digit years. 
Examples are Sep 4 83 and Nov 24 83. 


AppleWorks can easily arrange the records in a file by date when 
you use the Arrange feature if dates are in this standard format. 
Table 4-1 shows some date entries that have been converted to 
standard format. They have already been arranged by date. 





When You Enter AppleWorks Converts It To 





Likewise, whenever a category name contains the word time, as in 
Time, or StartTime, or TIME, AppleWorks converts the times you 
enter to a standard format. Because AppleWorks is attuned to the 
business day, it assumes all times you enter to be within the 
business day without your having to enter the a.m. or the p.m. 
Table 4-2 shows some sample time conversions. 


Putting Information Into Entries 





Table 4-2. Times Converted to 
Standard Format 











When You Enter AppleWorks Converts It To 





To enter a time and not have it be considered part of the business day, you should 
enter an = ora. 


When You Enter AppleWorks Converts It To 








the entry blank. That’s why, if you were to order records by date 


using the Arrange feature, 2: = 2 wou =. TO 


AppleWorks they are Mz: 2 88 and Ma: 





The following dates won’t be converted: 


042783 
42783 
27483 
Ap 


AppleWorks converts 24-hour time to 12-hour time. Thus, when 
you enter 28:5, AppleWorks converts it to | : 2: FM. When you 


enter ::£:1, AppleWorks converts it to 1:41 


If you don’t want dates or times converted, don’t include date or 
time in the category name. 
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a sSOMoving the Cursor 


See ‘“‘Using AppleWorks’ Ruler’”’ in 
Chapter 2 for a discussion of how the 
Ruler works. 


The cursor movement keystrokes that are the same whether you 
are in multiple-record or single-record layout are listed in the first 
section. The ones that are specific to multiple-record layout are 
listed next, and then those specific to single-record layout. 





Cursor Movement in Multiple- and 


Single-Record Layout 


What You Want 


Move cursor to next entry 
Move cursor to previous entry 
Move the cursor to the right 


within an entrv 


Move the cursor to the left 
within an entry 


Use AppleWorks’ Ruler to move 
the cursor proportionally 
through a file 


Move cursor down one 
category 


Move cursor up one category 


Moving the Cursor 


What You Use 


when the cursor is on the 
first character of an entry 


(G)-(TAB) when the cursor is on 


the first character of an entry 


(G)-(1) through (9) 


when cursor is on the first 
character of an entry 


when cursor is on the first 
character of an entry 





Cursor Movement in Multiple-Record Layout 


What You Want 


Move the cursor to the top of 
the display and then to the top 
of the previous screenful, or 
page, of records 


Move the cursor to the bottom 
of the display and then to the 
bottom of the next screenful, or 
page, of records 


Change the direction the cursor 


moves when you press (RETURN 


What You Use 


(s)-(1) 


To move quickly toward the 
beginning of a long file. 
screenful by screenful, hold 
down (&)-(t ). 


(G)-U) 
To move quickly toward the end 


of a long file, screenful by 
screenful, hold down (G)-(J ). 


(G)-(L) then 


Choose the direction in which 
the cursor should go. 





Cursor Movement in Single-Record Layout 


What You Want 


Move the cursor to the next 
entry 


Move the cursor to the previous 
entry 


Display the next record in a file, 
leaving the cursor in the same 
category 


Display the previous record in a 
file, leaving the cursor in the 
same category 


What You Use 


(1), (TAB), or when the 


cursor is on the first character 
in an entry 


when the cursor is on the 
first character in an entry 


(G)-U) 
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SOC eleting Records 

To delete one or more records in multiple-record layout: 
1. 
2. 


See ‘‘Displaying Certain Records’”’ for 
information about the Find feature and 
using record selection rules. 


4. 


Put the cursor on a record you want to delete. 


Press (G)-(D). AppleWorks highlights the record the cursor is 
on. 


. Use the arrow keys to highlight the other records you want to 


delete. After you highlight a record in multiple-record layout, 
you can use AppleWorks’ cursor movement keystrokes to 


highlight more records. You can use (G)-(* ) or (G)-(1_) and the 
Ruler. 


Press (RETURN). 


To delete one or more records in single-record layout: 


1. 
2 


Press (G)-(Z) to zoom in to single-record layout. 
Press (G)-(D) 
Choose ?#: or +=, depending on whether you want to delete 
the record displayed. 

. Continue to choose ?i=: or += as AppleWorks displays 
succeeding records. 

. Press after you finish deleting. 

AppleWorks Tip 


Choose specific records to delete by using the Data Base’s Find 
feature or by creating a record selection rule ((G)-(R )). Then use 


(G)-(D) for these records. 


You can delete all the information in a file but keep its structure. Here’s 
how: First, in single-record layout, create a blank record as the first 
record in the file. Second, move the cursor to the second record. Third, 
zoom out to multiple-record layout. Fourth, press (G)-(D). Then press 
(G)-(9) and (RETURN). All but the first record are deleted. (You can’t 


delete every record in a file.) Now add new information. 


Deleting Records = 





ee ee ee a ~=60Copying Records 





You can copy one record one or more times, or you can copy a 
group of records. 





Copying One Record 


You can make one or more copies of a record in a Data Base file. 
For example, if many of your records have the same entries, you 
can make a number of copies of the record and then change the 
entries that are unique. 


You can make copies of a record from Review/Add/Change 
multiple-record or single-record layout. Here’s how: 


1. Put the cursor on an entry in the record you want to make one 
or more copies of. 


2. Press (G)-(C). 
3. Choose ieiip reGrit peutorid, 


4. Type the number of copies you want and press (RETURN). 





Copying Groups of Records 


When you copy groups of records, you use AppleWorks’ clipboard 
to hold the records temporarily. The clipboard is used for cutting 

and pasting information. To make one or more copies of a group 

of records: 


1. Make sure you are in multiple-record layout. 


2. Place the cursor on the first record of the group to be copied. 
Press (G)-(C). 


. Choose ta miipimarcdiicmiuta,. 
. Use the arrow keys to highlight the records you want to copy. 


. Press (RETURN). The records are copied to the clipboard. 


N © OO ff 


. Move the cursor to the place in the file where you want the 
copied records to go. 


8. Press (G)-(C). 


lichbosrdteoesste:. The records are 
immediately copied from the clipboard. 
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eee )=6Moving Records 


When you move groups of records, you use AppleWorks’ clipboard 
to hold the records temporarily. The clipboard is used for cutting 
and pasting information. To move a group of records: 


~ 


FPP PY = 


Make sure you are in multiple-record layout. 

Place the cursor on the first record of the group to be moved. 
Press (G)-(m). 

Use the arrow keys to highlight the records you want to move. 
Press (RETURN). The records are moved to the clipboard. 


Move the cursor to the place in the file where you want the 
records to go. 


Press (G)-(M). 


Choose Fram clipboardticas 1 . The records are 
iamcdiatetit moved from sthe clipboard. 


oa CDisplaying Certain Records 


By changing record selection rules or using the Find command, 
you can display only certain records from the file. You can then use 
other Data Base features with these records, such as Delete, 
Arrange, and Cut and Paste. 





Changing Record Selection Rules 


wen oe ith create a file, et record selection rule is 


Pili  pemcorcd=. Thus, all records are 


aepiave. You can change record selection rules so only records 
that meet the rule you specify are displayed. 


To change the record selection rule: 


iF 
2. 


Press (G)-(R). 


Choose the category you want to use as a basis for the 
selection. You can use any category, even one not displayed in 
the tile’s multiple-record layout. 


. Choose a comparison. 


. Type the value each entry in the aie seaty Shoue be 


compared with (unless your choice iS 2# ©1ifik Or iS riot 
fi Giik in step 3). Then press (RETURN): 


Displaying Certain Records 





5. Press if your record selection rule is complete. 
AppleWorks displays all the records that meet the rule. 
Or choose a connector: and, or, through. Then make up another 
record selection rule. 


AppleWorks Tip 
You can construct a record selection rule with one or two connectors. 


Thus, you can display the records of all baseball players in your file who 
play for the Houston Astros and make over $75,000.00 a year. Or you 
can display the records of those whose batting average is over .300 or 
who drink lite beer. 


When you want to go back to BS l@ciigr: Fil records: 


1. Press (G)-(R). 


2. Choose == to indicate that you want to display all records. 
AppleWorks displays all records again. 





Finding Certain Records 


You can ask AppleWorks to find all records that contain 
information you specify. The information may be in any category in 
a record and anywhere within an entry. 


To find certain records: 


1. Press (G)-(F). 


2. Type the value you want AppleWorks to look for. AppleWorks 
displays the records that contain the value you provide. 


3. Press to return to Review/Add/Change. 


AppleWorks Tip 


The Find feature gives you a lot of flexibility in locating records 
because AppleWorks finds the records that contain the value 
regardless of where the value is. If you ask AppleWorks to find all 
records that contain ace, it will display the following two: 


Last Name First Name Off. Phone Company Title 
Bradshaw Horace 408-174-3948 County DA 
Wilford Winnifred 408-555-2938 Secretemps PlaceOfc 


On the other hand, by providing record selection rules ((G)-(R )) that 
tell AppleWorks what to look for, you can be much more specific, 
because you can say exactly what category the value you provide 
should be found in. To get Bradshaw’s record only, for example, you 
would have to make a Record Selection Rule such as First Name equals 
Horace. 
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Arranging Records 


AppleWorks lets you arrange, or sort, records by the values of 
entries within a category. You can arrange records in alphabetical 
order from A to Zor Zto A, or in numeric order from Oto 9 or 9to 
0. And you can arrange records with standard dates or times in 
chronological or reversed chronological order. 


To arrange records: 


1. Move the cursor to any entry in the category by which you want 
your records arranged. 


2. Press (G)-(A). 


3. Choose the way you want the records arranged. 


To arrange records by several categories: first arrange by the 
values in the less important category and then arrange by the 
values in the more important category. 


You can arrange by any number of categories. 
Here is the order in which AppleWorks arranges values in a 


category. AppleWorks does not distinguish between uppercase 
and lowercase letters. Read down these columns and then across. 


SPACE ) ] 

! 7 =< 

” + = __ 
# ; > 

$ - ? | 

% : @ | 

& / A-Zanda-z |} 
0-9 [ 

( 4 

Thus, these addresses Would be arranged in this order 
650 Banyan Street #5 Downing Street 
Periwinkle Drive 650 Banyan Street 
#5 Downing Street 650-A Banyan Street 
650-A Banyan Street Periwinkle Drive 


Arranging Records 





ss Zooming In and Out 


Zooming inmeans changing from multiple- to single-record layout, 
and Zooming out means changing from single- to multiple-record 
layout. You can usually see a complete entry in single-record 
layout, when you may be able to see only part of it in multiple- 
record layout. 


To change from multiple- to single-record layout, or vice versa: 


1. Press (G)-(Z). 


After you move from one layout to the other, you can move about 
through records by using the cursor movement keystrokes 
allowable in that layout. 


Changing the Record Layout 


You can customize screen displays by chanaing the multiple- or 
single-record layout so that records are displayed exactly the way 
you want them. For example, you can lengthen or shorten columns 
or rearrange them to suit your needs. Changing the record layout 
does not change the file, only the way information is displayed. 





Warning 


When you change a file’s structure by deleting or inserting a category, you 
lose all customized record layouts. 








Changing the Multiple-Record Layout 


Follow these steps to change the multiple-record layout: 


om, 


. Make sure you are in multiple-record layout. 


NO 


. Press (G)-(L). AppleWorks displays your options on top and 
three sample records on the bottom. The records are examples 
of how the file will look after you make your changes. 


3. Change the record layout, choosing from the following options: 
What You Want What You Use 

Move the cursor to the next (—) or (TAB) 

category 


Move the cursor to the previous or (G)-(TAB) 


categorv 
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What You Want 


Switch the position of the 
category the cursor is on with 
the one on its right 


Switch the position of the 
category the cursor is on with 
the one on its left 


Increase the width of the 
column the cursor is on 


Decrease the width of the 
column the cursor is on 


Delete the category the cursor 
is on from the multiple-record 
display. The information in this 
category stays in the record 
and continues to appear when 
you display the record in single- 
record layout. 


Insert a previously deleted 
category just to the left of the 
category the cursor is on 





What You Use 


(G)-(>) (You don’t need to use 
for ().) 


(G)-(<) (Again, no 


required) 


(G)-(=) 


(G)-(1) 


After you type (G)-(1), a list of 
previously deleted categories is 


displayed. Type the number of 
the category you want to 


reinsert and press (RETURN). 


3. After you change the record layout so that the records are 
displayed the way you want them, press (ESC). 


4. Choose the way you want the cursor to go when you press 
in Review/Add/Change multiple-record layout. 


You will probably want to use all the above options until you see 
ririki: 1 appear on the right side of the screen. This ensures that 
the width of the records will fit on the Review/Add/Change screen. 


Changing the Record Layout 





Changing the Single-Record Layout 


A customized single-record layout often makes it easier to insert 
records into the file, because you can arrange categories to match 
the layout of your input forms. When you change the single-record 
layout, you just move categories around each other. Here’s how: 


1. Zoom into single-record layout with ISAZ). 
2. ee (G)- -(L). AppleWorks displays the © mii EET REL 
FEYEELEY screen, which looks like a record | in seairaiee jeaerd 
Eyal 
3. Changing the single-record layout involves putting the cursor 


on the first letter of the name of the category whose position 
you want to change, and then moving the category. 


What You Want What You Do 

To move the cursor Press (<-), (+), (t), (1), or 
(RETURN). 

To move categories Press (G)-(<), (G)-(@), (6)-(1), 
or (G)-(. ). 


4. Press after you have customized the single-record layout. 


Changing a File’s Structure 


AppleWorks lets you change the name of your Data Base file or the 
names of the categories in it. It also lets you change the structure 
of the file itself: you can add new categories at any time and delete 
categories you no longer need. 


Suppose you have a Data Base file for every company you do 
business with. You keep reports of contacts with that company in 
the file: Date, Time, Name of Contact, Comments. After working 
with the file for a while, you decide you need another category, 
Follow Up, which will remind you of how you are supposed to follow 
up on the contact. It’s easy to add this new category to your Data 
Base file. 


The ability to change vour Data Base files’ structures is invaluable. 
You can’t always know ahead of time exactly how a file should be 
put together. So you can learn from your experience, and easily 
make required changes. 
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See ‘‘Putting Information Into Entries”’ 
for instructions on how to use editing 
features. 





Warning 

Changes to the filename or category names have no impact on 
customized record layouts and report formats. But inserted or deleted 
categories do. That is, whenever you delete a category you lose your 
customized record layouts and your report formats. 





It’s to your benefit to change the file structure if you really want to 
add or delete categories and then recreate special record layouts 
and report formats. You may want to make a copy of record 
layouts and report formats by using (G)-(H) (for hard copy). Then 
they’re easy to recreate. 


Here’s how to change the way a file is put together: 


1. Make sure you are in Review/Add/Change for the file you want 
to change. 


2. oe to): — a presents the © 
7 Poueacn in the cursor - at ihe bottom with 





the e prompt T 


3. Type the new filename and press (RETURN). Just press 
if you don’t want to change it. 


4. Use the following cursor movement keystrokes and special keys 
to fix the file: 


What You Want What You Do 


Move cursor to previous or next Press or (1). 
category 


Change a category name Put the cursor on the category 
name you want to change. 


Use editing features to change 
the name of the category and 


press (RETURN). 


Changing a File’s Structure 











What You Want What You Do 


Insert a new category Put the cursor where you want 
the new category. 








Answer ° to the question 
whether you really want to set 
the custom record layouts back 
to standard. 


Type in the name of the new 
category and press (RETURN). 


Delete a category Put the cursor on the category 
you want to delete. 








Answer + == to the question 
whether you really want to set 
the custom record layouts back 
to standard. 


o. Press after you finish fixing the file. 





AppleWorks Tip 


If you add new categories, you probably will want to insert information 
into those categories. If the entries are short, you may find it easy to 
insert in multiple-record layout with the cursor going down after you 
press (RETURN). Then you can easily go from one record to another, 
inserting new information in each. 
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Figure 5-1. Tables-Style Report 


Wine Inventory 
Wine Inventory 
Origin 

Napa Valley 
Alexander Valley 
Napa Valley 

Ohio 

New York State 
Napa Valley 

Napa Valley 
Sonoma Co., Cali 
Alexander Valley 
Napa Valley 

Napa Valley 
Sonoma County, C 
Napa Valley 

Napa Valley 

Napa Valley 
Santa Ynez Valle 
Sonoma County, C 
Alsace, France 
Cotes du Rhone, 
Bordeaux 





Reporting With the 
Data Base 


This chapter tells all about reporting using the Data Base. It 
includes general information describing report styles, report 
formats, and the Report menu. It also tells how to create a tables- 
style report and a labels-style report and how to set printer 
options for reports. 


Report Styles 


AppleWorks lets you create tables-style reports and labels-style 
reports. Tables-style reports list records in rows and columns, 
down the page. Figure 5-1 illustrates a tables-style report, which 
inventories the contents of your wine cellar. 


Page 1 
March 20, 1984 

Vintner Type Quantity Cost 
Heitz Cellars Cabernet 2 lZet5 
Grand Cru Cabernet 5 8.00 
Robert Mondavi Cabernet 8 40.00 
Mitchell Bros. Cabernet = 14.00 
Lissner Brothers Chenin Blanc 3 12.00 
Burgess Cellars Chenin Blanc 3 9.00 
Burgess Cellars Chenin Blanc 3 10.00 
J. W. Morris Vintage Port 3 10.00 
Woodbury Petite Sirah 4 720 
Caymus Vineyards Cabernet Sauvi 9 IZ «2 
Burgess Cabernet Sauvi 3 18.00 
Bellerose Vineyard Cabernet Sauvi 2 12.00 
Beaulieu Cabernet Sauvi 3 1S «?3 
Robert Mondavi Johannisberg R 3 8.00 
Silverado Vineyard Sauvignon Blan 3 8.00 
J. Carey Cellars Merlot 3 7.00 
Chateau St. Jean Merlot 3 9.00 
Trimbach Pinot Blanc 5 6.00 
E. Guigal Cotes du Rhone 3 4.50 
Bagel Brothers Bordeaux Red 8 3920 


Report Styles 











A labels-style report, on the other hand, lists records with 
categories printed vertically down the page. Mailing labels are 
examples of labels-style reports. Figure 5-2 illustrates a labels- 
style report from the same file as the Wine Inventory. This time, 
though, more specific information about each type of wine is 
included. 


When you think about whether you want to create a tables-style 
report or a labels-style report, decide whether you want your 
records in rows and columns across the page, like the Wine 
Inventory, or grouped vertically down the page, like the Wine 
Descriptions. 


By the Way: Tables-style reports are similar to records in multiple- 
record layout, and labels-style reports are similar to records in single- 
record layout. 


Labels-style reports allow you to print complete records without page 
width limitations. 


Report Formats 


Report formats are specifications you give AppleWorks to 
describe how a report should be put together. For a tables-style 
report format, you tell how records should be arranged, whether 
all categories should be included or whether some should be 
deleted, and where categories should go. Your specifications 
about group totals and grand totals are also included in the report 
format. 


In the Wine Inventory report, the year, the vintner, the type, the 
quantity on hand, and the cost per bottle are included in the report 
format. So is a total cost category, called a calculated category, 
which is a total of quantity-on-hand times cost-per-bottle. The 
total cost category has a grand total. 


For labels-style reports, you tell which categories should be 
included and how they should be placed. In the Comments About 
Wine report, cost information is left out, but a comment category 
is included. 


Report formats are saved with and become a part of the Data Base 
file, although they don’t affect the data itself in any way. They are 
always available when the file is on the Desktop. 


One Data Base file can have up to eight report formats. 
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Figure 5-2. Labels-Style Report 


File: Wine Inventory Page 1 
Report: Comments about Wine March 20, 1984 
1978 


Heitz Cellars 
Cabernet 
Medium-full bodied with simple favors of moderate depth. Drink now 


1980 

Grand Cru 

Cabernet 

Briary, tannic quality. Best right away 


1978 

Robert Mondavi 

Cabernet 

Supple and well balanced. Best in about 1985 


1978 

Mitchell Bros. 

Cabernet 

Volatile smells, firm structure suggestions of varietal fruit 


1981 

Lissner Brothers 

Chenin Blanc 

Medium sweet. Full, distinctly varietal aromas. Melony 


1981 

Burgess Cellars 

Chenin Blanc 

Spicy, slightly grassy fruit and toasty oak elements 


1980 

Burgess Cellars 

Chenin Blanc 

Medium intense, slightly complex, fruity-earthy 


1979 

J. W. Morris 

Vintage Port 

Deep, fruity, plummy, ripe aromas. Curranty, chocolatey character 


1980 

Woodbury 

Petite Sirah 

Surprisingly berryish, fruity, sweet. Full and rich 


1979 

Caymus Vineyards 

Cabernet Sauvignon 

Good buy! Balance of oak, boysenberries, spice. Mint and truffles 


Report Formats 
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Figure 5-3. Report Menu 





When you are in Review/Add/Change for a file and indicate you 
want to report ((G)-(P.)), AppleWorks displays the Report menu, 
which is illustrated in Figure 5-3. It presents all your options for 
beginning reporting. 
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1. fret a PROP fF = displays the = 
ce er lists aie fauert formats you view already 
cheated dot the file. After you select one, you get the Report 
Format display for the report, so you can make any necessary 
changes and print the report. 


Option 1 isn’t highlighted if you have no report formats. If you 
choose it anyway, AppleWorks replies that you have none, and 
lets you choose whether you want to create a tables-style or 
labels-style report format. 
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display for labels-style reports for the file. 
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4. 0up Lic sis Sr Geisiting format presents the 
Resort Gutalog’s SO ) you ¢ can vecleet’ an n existing format from the 
file and duplicate it. After you give it anew name, AppleWorks 
presents the Report Format display for the report. 


Choose this option if you want to use an existing format as a 
basis but change its name and any other of its specifications. 


0. EF SSe 8 formst presents the Report Catalog for 
the file, so you can select the report you want to erase. 


You must choose * = in response to the double-check erase 
question to make it definite that you really want to erase the 
format. 


6. keer working with current format appears 
only when you have report formats: when you select it, 
AppleWorks returns you to the report format you have just been 
working with. 


Creating a Tables-Style Report 
To create a tables-style report: 


1. Start in Review/Add/Change of the file you want to create a 
report for. 


2. Press (G)-(P.). AppleWorks presents the Report menu. 


3. Choose Ureate 
ar ae you for the name 2 of the report 


. AppleWorks 





4. Type the name of the report, which can have up to 19 letters, 
numbers, or special characters and can be the same as the 
filename. Press (RETURN). AppleWorks presents the Report 
Format display. 


Creating a Tables-Style Report 
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Figure 5-4. Tables-Style Report Format 


Display 
Categories are designated A through Z, 


to make it easy for you to create 


calculated categories. 
are reflected in the record examples, so 


you can see exactly what you are doing 


changes you make in the report format 
as you go along. 


The options you have now for creating 
Examples of records from the file. The 


the report format. 









Table 5-1. Main Considerations for 
Tables-Style Reports 


Summary of Considerations and Features 


You have several main considerations in creating a tables-style 
report format. These main considerations are listed in Table 5-1, 
along with the Data Base reporting features that relate to them. 


Main Consideration 


Moving the cursor on the Report 
Format display 


Placing categories on the report 


Including the categories you want 


Including the records you want 
Getting records in the right order 
Lining up entries 


Providing a title for your report 


Calculating in reports 


Communicating with your printer 


Creating a Tables-Style Report 


Described In 


‘‘Moving the Cursor’”’ 
“Changing Column Width” 
“Switching Category Positions”’ 
‘“‘Deleting Categories’”’ 


‘Inserting Previously Deleted 
Categories”’ 


‘““Changing Record Selection Rules’’ 
‘Arranging Records for the Report”’ 
“Right Justifying Categories”’ 


‘“‘Adding or Changing Report Names 
and Titles’”’ 


“Creating Calculated Categories”’ 
‘‘Adding and Removing Totals’”’ 
“Controlling Group Totals”’ 
“Working With Printer Options’”’ 


“Printers and Printing”’ 











Moving the Cursor 


When you move the cursor from category to category in the record 
examples, use the following cursor movement keystrokes: 


What You Want What You Use 


Move the cursor one category 
to the right 


Move the cursor one category 
to the left 





Changing Column Width 


You can increase the width of a column for a report because 
information in the category is too wide for the current column 
width. Or you can decrease the width of a column because 
information in the category is narrower than the column. 
Increasing or decreasing column width helps you make a report 
look exactly the way you want it and shows the information most 
effectively. It also ensures that information fits correctly on your 
printer. 


To change the width of columns: 
What You Want What You Do 


Increase the width of a column Put the cursor on the column. 


Press (G)-(—). 


Decrease the width of acolumn Put the cursor on the column. 


Press (G)-(<). 


AppleWorks Tip 


Be sure columns are wide enough to hold information in the categories. 
Columns that are too narrow to hold the widest entry for numerical 
categories cause AppleWorks to display pound signs (#) instead. 
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Switching Category Positions 


You can switch categories with each other, thus placing categories 
exactly where you want on the report. To do this: 


What You Want What You Do 

Switch a column with the one Place the cursor on the 

on its right category to be moved. 
Press (G)-(> ) (do not press 
(SHIFT)). 

Switch a column with the one Place the cursor on the 

on its left category to be moved. 


Press (G)-(<). 


AppleWorks Tip 
You can also move a category where you want it by deleting it from one 


position ((G)-(D )) and inserting it where you want it ((G)-(1_)). 





Deleting Categories 


You can delete unnecessary categories from a report format 
without affecting the file. You can reinsert the category into the 
report format any time you want. 


To delete a category: 
1. Place the cursor on the category you want to delete. 


2. Press (G)-(D). 


AppleWorks Tip 


To delete a category from your file, use the (G)-(N) function while you 
are in Review/Add/Change. Remember, though, that you lose your 
report formats when you delete a category from the file. 
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See “Changing Record Selection 
Rules’ in Chapter 4. 


See ‘‘Arranging Records” in Chapter 4 
for information on how records are 
arranged. 





Inserting Previously Deleted Categories 


After you delete a category from a report format by using the 
(G)-(D) function, you can insert it again whenever you want. You 
can also insert new categories. 


To reinsert a previously deleted category: 


1. Decide where you want to reinsert the previously deleted 
category. Then place the cursor on the category just to the right 
of that position. 


2. Press (G)-(1 ). AppleWorks presents a numbered list of 
previously deleted categories. 


3. Choose the category you want to insert. 





Changing Record Selection Rules 


nen bes nS create a pabicstinash format, the record selection rule is 
; -. Thus, all records are included in 
the ereoor You can pehanias record selection rules so that only 
records that meet the rule you specify are printed. Record 
selection rules stay with the report format until you change them. 


To change the record selection rule, use the (G)-(R) command. 





Arranging Records for the Report 


You can arrange records for the report so they are printed in any 
order you want. To arrange records: 


1. Move the cursor to the category by which you want your records 
arranged. 


2. Press (G)-(A). 


3. Choose the way you want the records arranged. 


The record arrangement specification is not saved with the report 
format. 
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Right Justifying Categories 


You can right justify information in categories with alphabetic or 
numeric information in them. When you right justify information in 
alphabetic categories, the entries in the category line up right 
under each other, with an even right margin. When you right justify 
information in categories with numeric information, the decimal 
points line up under each other. 


To right justify a column, follow these steps: 
1. Move the cursor to the column you want to right justify. 


2. Press (G)-(J). AppleWorks asks you to specify the number of 
decimal places that should be included in each entry in the 
specified column. 


3. Type the number of decimal places and press (RETURN). (If you 
are right justifying alphabetic information, type &! and 
press (RETURN).) AppleWorks asks you how many blank spaces 
should be placed after each entry. This is important in spacing 
columns across the page. 


4. Type the number of blank spaces that you want to be included 


and press (RETURN). 


After you respond to these prompts, AppleWorks fills the 
appropriate column in the record examples with =’s to show how 
the information will line up when it is printed. 


AppleWorks Tip 


When you specify columns for totals using (G)-(T), they are 
automatically right justified, and you don’t have to use (G)-(J ). 
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Adding or Changing Report Names and Titles 


The report name you give a report format appears at the top left of 
a cal bibl —_ print it and at the top-left corner of the 

RE REPROD a ? display. You can change this name whenever 
you wari 


In addition, you can give a report a title. The title can be up to 
78 characters wide. It is printed at the top of each page of your 
report. 


To change a report name or to give the report a title: 


1. Press (G)-(N). AppleWorks prompts you for the new report 
name. 


2. Type in the new name of the report, which can be up to 
19 characters long. Then press (RETURN). Just press (RETURN) if 
you don’t want to change the report’s name. 


3. Type in the report’s title at the cursor position just above the 
category names, and press (RETURN). Just press if you 
don’t want to change the title you previously gave the report. 





Creating Calculated Categories 


AppleWorks lets you create a new category by manipulating 
numerical information contained in other categories. If you are 
keeping an inventory file for the parts you sell in your bicycle shop, 
for example, you want a total for the amount invested in each part. 
To get that total, you multiply the quantity of each part (in one 
category) by the cost of each part (in the second category). 


To use a category as part of a formula for a calculated category, 
you use the letter under the category name. That is, if the quantity 
of each part in the inventory file is in column B and the cost of each 
part is in column D, then the formula for the total investment per 
part is B * D. 


To get the total of an order for a sales invoice, on the other hand, 
you multiply the cost of the item (in column A) by the sales tax 
percentage (a constant you include in the formula) and add this 
number to the cost of the item. The formula for this calculated 
category is A * .05 + A(orA * 1.05 or 1.05 * A). 
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The first 26 columns in a report format are lettered from 

A through Z under the category name. If you have more than 
26 categories, and thus more than 26 columns in your report, 
columns 27 through 30 won’t have letters. If you want to use 
information in columns 27-30 as the basis for your calculations, 
you must either delete columns in the A-Z group or physically 
move columns 27-30 to the left into the A-Z group. 


Warning 


Calculation rules are based on column letters. If you rearrange columns, 
rules may apply to different columns. 


Rules for Calculated Categories: If there is more than one calculated 
category, the leftmost category is done first. Successive calculated 
categories, therefore, can refer to another calculated category to the 
left. If a calculated category refers to another calculated category to its 
right, it will get a zero instead of the expected value. 


Calculated categories can refer to any noncalculated category, to the 
right or to the left. 


Here are the steps for creating a calculated category: 


1. Place the cursor one column to the right of where you want the 
calculated category to appear. 


2. Press (G)-(K) (for calculated category). A column called 
Calculated appears in the space. The examples of information 
in that column consist of *’s, which means the category will be 
right justified. 


In addition, AppleWorks requests a name for the calculated 
category. 


3. Type the name of the category and press (RETURN). The 
category’s name can be up to 20 characters long. This is the 
name that will appear on the report. 


Creating a Tables-Style Report 


See ‘“‘Adding and Removing Totals”’ 
and ‘“‘Controlling Group Totals.”’ 








4. Type the calculation rules using the letters associated with the 
appropriate columns. The rules define what the calculated 
category will equal, so you don’t use ‘‘=”’ in your calculation 
rules. Use the following keys to designate the four functions: 


plus + 
minus =< 
multiply * 
divide / 


All operations are performed from left to right. 


After you enter the calculation rules, they appear above the 
double line at the top of the display. AppleWorks then asks you 
how many decimal places to include in this category. 


5. Type the number of decimal places to include and press 


(RETURN). Just press if you want to accept AppleWorks’ 


default value for this number. AppleWorks asks you how many 
blank spaces to include after this category. 


6. Type the number of blank spaces you want to follow the 
category and press (RETURN). Or accept the default by pressing 


(RETURN). 


Warning 
Be sure there are enough “’s on both sides of the decimal point to hold 
the largest and smallest calculated numbers. If “ “ “ “ appears 


when the column is printed or displayed, the field is too short. 


AppleWorks Tip 


You can’t see the contents of the new column until you either print the 
report on a printer or display it on the display. To do either, you use 


(G)-(P) 


You can use (G)-(T) to get a group total and a grand total for the 
numbers in the calculated category. You can’t, however, use (G)-(G) 
on the calculated category to make it control group totals in other 
categories. Neither can you arrange records by the value in the 
calculated category. 


You can have three calculated categories in each AppleWorks report. 
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Adding and Removing Totals 


It’s easy to get a grand total for specified categories. Here’s how: 
1. Place the cursor on the column you want to total. 


2. Press (G)-(T). AppleWorks asks the number of decimal places 
that should be included in the category total. 


3. Type the number of decimal places for the total and press 


(RETURN). Or accept AppleWorks’ default by pressing (RETURN). 


AppleWorks asks the number of blank spaces to include to the 
right of the total. 


4. Type the number of blank spaces to include and press (RETURN). 
Or accept AppleWorks’ default by pressing (RETURN). 


AppleWorks inserts “’s in the category with the appropriate 
number of decimal places. The =’s will be replaced by the entries 
in the category when you print the report or by blanks if there is no 
information in the entry. 


The double dashed line below the category indicates that the 
report will include a grand total for this category. 

Here’s how to remove the grand total: 

1. Place the cursor on the category with the grand total. 


2. Press (G)-(1T). The sample records will replace the “’s. 


AppleWorks Tip 


Follow the procedure above to get group totals (subtotals) for 
categories. But, in addition, use the (G)-(G) function on the category 
that should contro/ the group totals. 
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Controlling Group Totals 


To specify group totals, or subtotals, for a category, follow the 
directions in ‘‘Adding and Removing Totals.’’ In addition, specify 
which category will control the group totals. Whenever a change in 
value occurs in this controlling category, a group total is calculated 
and printed for categories you specified with (G)-(7). 


To designate the controlling category for group totals: 


1. Put the cursor on the controlling category. 


2. Press (G)-(G). 

3. Choose ?it: or += depending on whether you want to print 
group totals only, or whether you want to print all the records as 
well. 

4. Choose Fis: or ‘= depending on whether you want to go toa 
new page after each group total. Your answer is probably yes if 
many records will be included in each group total. 


AppleWorks displays the controlling category for the group totals 
to the left and above the double line on the Report Format display. 


AppleWorks Tip 


You may want to arrange the records in your report according to the 
controlling category, too. 
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oy sCreating a Labels-Style Report 


To create a labels-style report, follow these instructions: 


1. Start in Review/Add/Change of the file you want to create a 
report for. 


2. Press (G)-(P_). AppleWorks presents the Report menu. 


3. Choose ir ate format. AppleWorks 


prompts you for the name of the report. 


4. Type the name of the report, which can have up to 19 letters, 
numbers, or special characters. Press (RETURN). AppleWorks 
presents the Report Format display. 


Figure 5-5 illustrates the labels-style Report Format display for the 
Wine Inventory file. 


Figure 5-5. Labels-Style Report Format 
Display 


Category names 


Number of lines that each record will 
print 





Options for creating the labels-style report are described in the 
following sections. 


Creating a Labels-Style Report 








Table 5-2. Main Considerations for 
Labels-Style Reports 





Summary of Considerations and Features 


You have several main considerations in creating a labels-style 
report format. These main considerations are listed in Table 5-2, 
along with the Data Base reporting features that relate to them. 


Main Consideration 


Moving the cursor on the Report 
Format display 


Placing categories on the report 


Getting records in the right order 
Including the records you want 
Checking records in the format you 
created 

Including category names with entries 


Providing a title for your report 


Communicating with your printer 





Described In 


“Moving the Cursor’”’ 


“Moving Categories’”’ 


“Deleting Categories or Spacing Lines 
From the Report” 


“Inserting Spacing Lines or Previously 
Deleted Categories’’ 


“Left Justifying Categories”’ 
“Arranging Records” 
‘Changing Record Selection Rules”’ 


“Looking at Records’”’ 


“Printing Category Names on the 
Report”’ 


‘Adding or Changing Report Names or 
Titles”’ 


“Working With Printer Options” 


“Printers and Printing”’ 
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Moving the Cursor 


To move the cursor about on the display, use the following cursor 
movement keystrokes: 


What You Want What You Use 


Move the cursor left, right, up, (—), (), (t), G), and 


or down 


AppleWorks Tip 


Although you can move the cursor anywhere through the categories, 
you can move categories only when the cursor is on the first character 
of the category. 





Moving Categories 


To place categories where you want them on the report, 
AppleWorks lets you move them about on the display. To move 
categories: 


1. Put the cursor on the first character of the category you want to 
move. 


2. Use the following cursor movement keystrokes: 


What You Want What You Use 


Move the category left, right, (G)-~), (G)-(—), (G)-(t), or 
up, or down (G)-C) 


AppleWorks protects the first two letters of a category name and 
thus won't let you move one category on top of or through these 
first two letters. 
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Deleting Spacing Lines or Categories From the Report 


You can delete spacing, or blank, lines or categories you don’t 
want to print on the report. 


To delete spacing lines or categories: 


1. Put the cursor on the first character of the category or on the 
spacing line you want to delete. 


2. Press (G)-(D). When you delete a category, a spacing line 
remains, which you may delete if you want. 


AppleWorks Tip 


Deleting categories means they don’t print on the report, not that they 
are deleted from the file. You can reinsert deleted categories any time 
you want by using the (G)-(1_) feature. 


Spacing lines enable you to place categories correctly in a labels-style 
report. You can control spacing lines by deleting and inserting them. 





Inserting Spacing Lines or Previously 
Deleted Categories 


You can insert spacing lines or previously deleted categories. To 
do so. follow these steps: 


1. Put the cursor where you want the category or spacing line to be 
inserted. 


2. Press (G)-(1_). AppleWorks displays the names of deleted 
categories so that you can choose the one you want. It also 
gives you the option of inserting a spacing line above the cursor 
position or one below the cursor position, unless you already 
have the maximum, 15 lines. If you want to insert a line below 


the last category, just press (RETURN). 


3. Choose the option you want. It is inserted into the report 
format. 
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See ‘‘Arranging Records” in Chapter 4 
for information on how records are 
arranged. 


Left Justifying Categories 


AppleWorks lets you place two categories so that they print right 
next to each other. This is called left justifying categories. It is 
most useful when you are creating a report format to print labels. 


Here are examples of names on labels with and without justifying 
the last name category: 


With Left Justifying Without Left Justifying 
Joe Maxwell Joe Maxwell 
Josephine Maxwell Josephine Maxwell 


Follow these steps to left justify categories: 


1. Place the categories side by side in the order you want them. 
The key with the arrow keys moves the categories around. 


2. Put the cursor on the first character of the category you want to 
left justify. This is the category on the right. 


3. Press (G)-(J). AppleWorks displays the = character to the left of 
the left justified category. 


AppleWorks Tip 


You can see the effect of left justifying a category only by using the 
(G)-(P_) command to actually print the report or display it on the 
screen. 





Arranging Records for the Report 


You can arrange records for the report so the records are printed 
in any order you want. The record arrangement specification is not 
saved with the report format, however. To arrange records: 


1. Move the cursor to the category by which you want your records 
arranged. 


2. Press (G)-(A). 


3. Choose the way you want the records arranged. 
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See ‘“‘Changing Record Selection 
Rules’”’ 





in Chapter 4. 


Changing Record Selection Rules 


When yeu net create a onan NORM, the record selection rule is 

-. Thus, all records are included in 
the ereaea You can iene — selection rules so that only 
records that meet the rule you specify are displayed or printed. 
Record selection rules stay with the report format and change only 
when you change them. 


To change the record selection rule, use the (G)-(R) command. 





Looking at Records 


The Report Format display shows the category names for the 
report format you are working on. You can zoom in to check actual 
records, if you want. When you do, you see what the information 
looks like in the format you have specified. After you have zoomed 
in to the first record in the file, you can move through the file, 
looking at additional records. 


What You Want What You Do 
To zoom in to actual records Press (G)-(Z). 
To move about through the file Press (G)-(1) through (9) to 


after you Zoom in move proportionally through 
the file. 


Press (G)-(>) (No (SHIFT)) to 


display the next record. 


Press (G)-(<) (no (SHIFT)) to 


display the previous record. 


To zoom out to the category Press (G)-(Z). 
names again 
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Printing Category Names on the Report 


You can specify that category names should be printed on the 
report as well as the actual entries. To request a category name 
with the entries: 


1. Put the cursor on the first character of the category name you 
want to appear on the report. 


2. Press (G)-(v). The entry from the first record in the file appears 
next to the category name to show you how the printed 
information will look. 


To remove a category name from the report: 


1. Put the cursor on the first letter of the category name you want 
to remove from the report. 


2. Press (G)-(Vv). 





Adding or Changing Report Names or Titles 


The report name you give a report format appears at the top left of 
ule sonal oe Hel print it and at the top-left corner of the 

me LRT JP ' display. You can change this name whenever 
you Wart 


In addition, you can give a report a title. The title can be up to 
78 characters wide. It is printed at the top center of each page of 
your report. 


To change a report name or give the report a title: 


1. Press (G)-(N). AppleWorks prompts you for the new report 
name. 


2. Type in the new name of the report, which can be up to 


19 characters long. Then press (RETURN). Or just press 


if you don’t want to change the report’s name. 


3. Type in the report’s title at the cursor position, above the 
double line, and press (RETURN). Just press (RETURN) if you don’t 
want to change a title you previously gave the report. 


AppleWorks Tip 


To print the title but not the report header, set the Print Report Header 
(PH) printer option to ‘‘no’’. 
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ee Working With Printer Options 


After you create a report format for a tables-style or labels-style 
report, you must communicate certain information to AppleWorks 
about how it should work with your printer. You do that by using 


printer options. 


Here’s how to tell AppleWorks you want to work with printer 
options: 


What You Want What You Do 


Indicate that you want to work Press (G)-(0) from the Report 
with printer options Format display. 


Return to the Report Format Press (ESC). 
display after you are finished 
with the printer options 


After you indicate you want to work with printer options, 
AppleWorks presents the Printer Options display. The Printer 
Options display for tables-style reports is illustrated in Figure 5-6, 
and the Printer Options display for labels-style reports is 
illustrated in Figure 5-7. 


Figure 5-6. Tables-Style Printer Options 










Top and bottom margin options 


Left and right margin options 





ee 





Code that stands for the option 






“r, 






oh 





Other formatting options 


Option for determining spacing: unique 
to tables-style reports 
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Figure 5-7. Labels-Style Printer 
Options 
Top and bottom margin options 


Left and right margin options 


Other formatting options 


Options for determining spacing: 
unique to labels-style reports 








The information that follows tells how to work with these printer 
options. 
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Table 5-3. Left and Right Margin 
Options 


Using Left and Right Margin Options 


Table 5-3 describes left and right margin options. 


The Printer Option 

















Controls 


The distance in inches the printer’s printhead travels 
across the paper. The left edge of the paper should 
correspond to where the printhead stops on the left. 


This number can be no greater than the Lela wii you 
5 ces in ‘Olner AEUINIOS menu Hopton 





Default = 8.0 inches 
The maximum you can use is 13.2 inches. 
The width of the left margin in inches 


Numbers can be in tenths of inches, that is, 1.5 inches, 
1.6 inches, 2.0 inches. 


Default = 0 inches 

The maximum you can use is 9.0 inches. 

The width of the right margin in inches 
Numbers can be in tenths of inches. 

Default = 0 inches 

The maximum you can use is 9.0 inches. 

The number of printed characters per inch 
Characters per inch can be from 4 through 24. 


Default = 10 characters per inch 
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When you change any of the above values, AppleWorks instantly 
recalculates the line width and the estimated characters per line 
according to the following formulas: 


Platen width For example: 8.0 inches 


es Left margin 1.5 inches 
— Right margin 1.0 inches 
= Line width = 5.5 inches 
Line width 5.5 inches 
x Chars per inch 12 characters per inch 
= Chars per line = 66 characters per line 


Follow these steps to change the value of the left and right margin 
options: 


1. Type the code that stands for the option and press (RETURN). 


2. Type the new value for the option and press (RETURN). You don’t 
have to type . & if the new value is a whole number. For 
example, if the new right margin is 1 inch, type !. 


AppleWorks Tip 


For tables-style reports, the characters per line shouldn’t be any less 
than the length of the line on the report format, which is specified by 
iii, followed by the number of characters long each line 

will be. 
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Using Top and Bottom Margin Options 


Table 5-4 describes top and bottom margin options. 


Table 5-4. Top and Bottom Margin 
Options The Printer Option 








Controls 


The vertical measurement of the paper you are using, in 
inches 


Default = 11 inches 
The maximum you can use is 25.4 inches. 


The length in inches from the top of the paper to the first 
line of printing 


Default = 0.0 inches. This default value accommodates 
AppleWorks users who have sheet-feed printers (printers 
with no tractor). If you have one of these printers, you 
should leave the default at 0 and position the paper exactly 
where you want the first line to be. 


If you have a tractor-feed printer, you will probably want to 
change this value. 


The maximum you can use is 9.0 inches. 


The length in inches from the last line of printing to the 
bottom of the paper 


Default for tables-style reports = 2.0 inches 
Default for labels-style reports = 0.0 inches 
The maximum you can use is 9.0 inches. 


The number of lines to be printed per vertical inch on the 
page 


Default = 6 


You can use 6 or 8. 
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When you change any of the above values, AppleWorks instantly 
recalculates the printing length and the lines per page according 
to the following formulas: 


Paper length Forexample: 11.0 inches 


- Top margin — 2.0 inches 
— Bottom margin — 1.5 inches 
= Printing length = 7.5 inches 
Printing length 7.5 inches 
x Lines per inch X 6 lines per inch 
= Lines per page = 45.0 lines per page 


Follow these steps to change the value of the top and bottom 
margin options: 


1. Type the code that stands for the option and press (RETURN). 


2. Type the new value for the option and press (RETURN). You don’t 
have to type . & if the new value is a whole number. For 
example, if the new bottom margin is 1 inch, type :. 
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Table 5-5. Other Formatting Options 


Using Other Formatting Options 


Table 5-5 describes other formatting options. 


The Printer Option 








Controls 


Use this code if you want your printer to use a feature not 
provided for in Data Base reports, such as proportional 
spacing or boldface. To find out what special codes your 
printer can use, check in the manual that came with it. 


This printer option can have the value yes or no. 
Default = no 


If you change the option to yes, AppleWorks asks for the 
control characters. 


Type the control characters and type “ when you finish. 


If you change this option to no, you must include control 
characters for characters per inch. 


If an entry is blank, AppleWorks can print a single dash to 
mark its place. 


This printer option can have the value yes or no. 


Default = no 


The report header consists of the filename, the report 
name, the record selection rule, the page number, and the 
date. If you don’t print a report header, the only information 
that appears across the top of each page of your report is 
the title (created with (G)-(N )). 


The value for this option can be yes or no. 
Default = yes 


Choose no for labels. 





To change the value of the above options: 


1. Type the code that stands for the option and press (RETURN). 
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Table 5-6. Spacing Options in Labels- 
Style Reports 


Determining Spacing in Tables-Style Reports 


You can specify whether you want your tables-style report to be 
single, double, or triple spaced. AppleWorks’ default is single 
spacing. Here’s how to change the spacing: 





Determining Spacing in Labels-Style Reports 


Two printer options determine spacing in labels-style reports. 
They are very important for labels themselves because labels are a 
fixed length, usually one inch, and you usually want to control the 
number of lines on each label. These two options allow you to be 
precise because they control the number of lines that will appear 
on each record. 


The Printer Option Controls 


LLP iS If you leave the value of this option at AppleWorks’ default, 

Peer; ALL yes, AppleWorks will not substitute a blank line when all 
SPP TP LE or entries on a line are blank. That is, it will close up lines with 
line are — blank entries. 


If you change this option to no, AppleWorks will include a 
blank line in your record even if there is no entry for any 
category on that line. 


By m+ P mt mye bey 


If you change this option to no, the next optio 


1 ORR. jeees te he Les, see, pee! (Wess gage, seen: sae ble 
iy atl aoe T Fs poss eens’ ty ar eed } Rs 
ee | al fa eos ere? Saeed BRIE ose Se a ee Se 


rata, is eliminated. 


AppleWorks’ default, yes, AppleWorks will make sure that 
all of your records have the same number of lines by adding 
extra blank lines at the bottom of the record. 


If iL. is yes and you change this option to no, all your 
records won’t contain the same number of lines if there are 
blank entries. 
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To change the value of the above options: 


1. Type the code that stands for the option and press (RETURN). 
AppleWorks automatically changes the value to its opposite. 
AppleWorks Tip 


printing labels. Suppose you have the following report format and 
record: 


Name: Randy Sletter 
Company: - 

Address: P.O. Box 2 
City/State/Zip: Central City, TX 77047 


(Spacing line) 
(Spacing line) 


With 2h. = yes and k=: = yes: 


Randy Sletter 

P.O. Box 2 

Central City, TX 77047 
(Spacing line) 

(spacing line) 

(Spacing line) 

With 22. = yes and ki = no: 
Randy Sletter 

P.O. Box 2 

Central City, TX 77047 
(spacing line) 

(Spacing line) 


With 2h. = no: 
Randy Sletter 


P.O. Box 2 

Central City, TX 77047 
(Spacing line) 

(Spacing line) 
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Figure 6-1. Overview of Word 
Processor 


Understanding the Word 
Processor 


AppleWorks’ Word Processor allows you to work with documents: 
reports, letters, memos, chapters. The Word Processor makes it 
easy for you to create professional looking documents in record 
time. 


This chapter discusses the Word Processor’s two main functions, 
illustrates its flow of activities, and discusses its file guidelines. 


The Word Processor’s Two Main Functions 


AppleWorks’ Word Processor features have two main functions, as 
Figure 6-1 shows. The first function, working with information in 
Word Processor documents, allows you to type documents quickly 
and easily, edit mistakes, and make other necessary changes. You 
can also use special features that allow you to delete, move, or 
copy blocks of text within documents, replace old information with 
new information, find specific information, and others. 





Word Processor 
File 











Work With 
Information in 
Documents 












Format 
Documents 
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The second function, formatting documents, lets you specify the 
exact layout, or arrangement, of your document. When you format 
documents, you create specifications for each document that 
control margins, paging, and that require special printing 
techniques such as boldface and underlining. 


Activity Flow 


Figure 6-2 is a flowchart of your activities with Word Processor 
files. Whereas the activities of AppleWorks’ Data Base fall into two 
different areas, Review/Add/Change and Report, all the Word 
Processor’s activities take place in Review/Add/Change. 


File Guidelines 


The only Word Processor file guideline is for the length of a Word 
Processor file. A Word Processor file can be 1536 lines maximum. 
For single-spaced pages of 54 lines each, that’s about 28 pages. 


Another way of judging Word Processor file size is by number of 
characters: a file with 20,000 characters (maximum size for a 
computer with 64K RAM) is about eight pages long. A file with 
66,000 characters (maximum size for a computer with 128K RAM) 
is about 26 pages. 
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Figure 6-2. Word Processor Flowchart 
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109 Making a Document 

109 Planning a Word Processor Document 
111 Creating the Document 

111 From Scratch 

112 From a Text (ASCII) File 

113 Typing and Editing Information 

113 Word Wraparound 

113 Using 

115 Inserting Information 

115 Striking Over Existing Information 
115 Editing Information 

116 Moving the Cursor Within a Document 
117 Viewing Your Document 

117 Deleting Information 

118 Replacing Existing Information 

119 Text and Case Sensitive Text 


119 Replacing One or Several Occurrences of Information 


120 Replacing All Occurrences of Information 
121 Moving Text Within a Document 
122 Copying Text Within a Document 
122 Finding Information 

123 Finding Text 

124 Finding a Specific Page 

124 Finding Case Sensitive Text 
125 Finding a Printer Option 

125 Using Markers 

125 Setting Markers 

126 Finding a Marker 
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126 Setting and Clearing Tabs 

127 Moving the Cursor to Tabs 
127 Changing the Name of Your File 
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See ‘Controlling Horizontal Spacing’”’ 
in Chapter 8. 


Working With Word 
Processor Documents 


It’s easy to use the Word Processor’s features to type documents, 
editing information as you go; moving, copying, and deleting 
blocks of text whenever necessary; finding information; and 
replacing incorrect information. This chapter explains features 
that allow you to get the information you want in your documents 
with a minimum of effort. 


Making a Document 


This section tells how to plan a new Word Processor document 
and how to make a Word Processor document from scratch or 
from a text (ASCII) file. 





Planning a Word Processor Document 


AppleWorks’ Word Processor is very flexible. Assuming that you 
have some vague idea of what you want your document to say, all 
that’s required when you plan it is that you know AppleWorks’ 
default settings about how your document should look. These 
default values are contained in specifications that come with all 
new Word Processor documents. You can use these default values 
or change them. 


Here are the default values that will be beginning specifications for 
every new document you create: 


1. Specifications for horizontal spacing. AppleWorks’ default 
values are: 


e Platen width = 8.0 inches 
@ Left Margin = 1.0 inch 
@ Right Margin = 1.0 inch 


@ Characters per inch = 10 
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See “Controlling Vertical Spacing”’ in 
Chapter 8. 


See ‘Controlling Layout” in Chapter 8. 


See ‘Controlling Vertical Spacing”’ in 
Chapter 8. 





. Specifications for vertical spacing. AppleWorks provides these 
default values: 


Paper length = 11.0 inches 
Top margin = 0.0 inches 
Bottom margin = 2.0 inches 


Lines per inch = 6 


. Whether lines should be 


Unjustified—that is, even left margin and uneven right margin 
Justified—that is, both margins even 


Centered 


AppleWorks’ default is that you’ll want your lines unjustified. 


4. 


Spacing: 
Single spacing 
Double spacing 


Triple spacing 


AppleWorks’ default is that you’ll want single spacing. 


Just a few keystrokes let you change any of the above default 
values to the value you want, either at the beginning of or within 
your document. 


In addition to the specifications listed above, you may want to 
think ahead about tabs. Tabs are set initially every five spaces. You 
can reset them at the beginning or as you go. 


If you’re formatting certain types of formal business documents, 
you may want to think about these specifications: 


Layout techniques such as page headers and footers. You may 
have standard ones in your company, or you can create them as 
you go. You can create them after you’re finished with the 
document, too, if you want. 


section headers. If you’re following a standard procedure or 
want to create one, you may want to use a system of headers to 
start with. 
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You may never use any special layout techniques or section 
headers. You may never even underline or use boldface. What you 
should be convinced of, however, is AppleWorks’ flexibility. You 
can make up your mind about specifications or change your mind 
at any time, and AppleWorks will respond. 


AppleWorks Tip 


You can make a Word Processor file containing nothing but 
specifications you use frequently. Then, to start a new document, 
simply get this file and start putting information into it. Be sure to 
change its name before you save it, though. 





Creating the Document 
Follow these steps to create a new document: 
1. Choose Hicid files to the Desk tor from the Main Menu. 
2. Choose Hiard Froceseoar from the Add Files menu. 
3. Choose ECP iC OF ram & text CABG do 
from the Word nroeesser menu. 
From Scratch 
Follow these steps to make a file from scratch: 


1. ype me name of me new il in response to fiipe & rains 
# 3 Heid F . Filenames can be up to 15 
characters iene They n mist start with a letter, and they can 
contain uppercase or lowercase letters, numbers, periods, and 


spaces. Then press (RETURN). 
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Figure 7-1 illustrates the display for a new Word Processor 
document. 
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Figure 7-1. New Word Processor 
Document 


The name of your new file 


Where tabs are set now, every five 
spaces 


Where you'll start typing your new 
document 
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display. 
At first you may be a bit intimidated by a blank screen. Most 
writers are. If you don’t know how to begin, type anything. You can 
always delete it. Or, if you’re having trouble thinking of an opening 
line, start with another line, perhaps in the middle. Hardly anyone 
does an opening line first, anyway. 


From a Text (ASCII) File 


AppleWorks’ Word Processor can use ASCIl text files on ProDOS- 
formatted disks as sources for its own documents. Text files are 
made by systems such as Apple Writer, the Pascal Editor when the 
environment is set to ASCII, and other word processors (although 
ASCII may not be their native mode). 


Check the user’s manual of the system that originated your file to 
see if it creates ASCII text files. 


A Warning 


You must convert text files on DOS disks to ProDOS with the ProDOS 
User’s Disk before AppleWorks can use them. 
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Pathnames are discussed briefly in 
Chapter 1 of this manual and in the 
ProDOS User’s Manual. 


See ‘‘Using Sticky Spaces’”’ in 
Chapter 8 for information on how to use 
sticky spaces. 


Follow these steps to make a Word Processor file from a text file: 


1. If you chose fee TORT :, AppleWorks asks 
for the text file's Ss > oeihfand if Mth file is in ihe current drive, you 
can type the name of the file and press (RETURN). If the file is in 
another drive, type the complete pathname and press (RETURN). 


2. WPS her name at amg new me in response to Taine & frame 
pA ha . Filenames can be up to 15 
characters iene. They n must start with a letter, and they can 
contain uppercase or lowercase letters, numbers, periods, and 


spaces. Then press (RETURN). 


Typing and Editing Information 


It’s easy to type information into Word Processor documents and 
then edit incorrect information. Guidelines follow. 





Word Wraparound 


When you type information into a document, AppleWorks formats 
each line for you according to the margins you have set. If you 
come to the end of a line in the middle of a word, AppleWorks 
brings the whole word to the beginning of the next line. This 
feature, called word wraparound, is illustrated in Figure 7-2. 


Controlling Wraparound: Control word wraparound by using sticky 
spaces, which do not allow breaks between words. 





Using (RETURN ) 


Each time you press (RETURN), you start a new line. You do not 
press at the end of each line of information within a 
paragraph as you do when you type with a typewriter. Instead, you 
just keep typing. 


A paragraph has only one (RETURN)—at its end. 


Press when you want 
@ to end a paragraph 
@ to create a blank line 


@ to end a line without any punctuation, at the end of each line of 
the name and address lines in a letter, for example. 
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Figure 7-2. Word Wraparound 
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| have spent considerable time trying to get t 






problem 









| have spent considerable time trying to get this 


problem solved. 
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Inserting Information 


Use the insert cursor, which is the blinking bar cursor, when you 
want information you type to be inserted. Anything you type with 
the insert cursor goes to the left of the character the cursor is on. 
The character the cursor is on and information to the right of it 
move to the right. 


Use (G)-(E) to change between the insert and the overstrike 
cursor. 





Striking Over Existing Information 


Use the overstrike cursor, which is the blinking rectangular cursor, 
when you want to type over existing information with new 
information. Strikeover within old text is limited by existing 
Carriage returns. That is, you can strike over characters up to an 
existing carriage return. When the cursor comes to the carriage 
return, characters are inserted. They push the carriage return 
along until you finish what you are typing. 


Use (G)-(E) to change between the overstrike and the insert 
cursor. 





Editing Information 
When you’re editing information, use 
8 to erase one character to the left of the cursor 


@ (CONTROL)-(yY ) to delete information to the end of the line the 
cursor is on, up to a Carriage return if there is one. The Word 
Processor closes the space created. 


@ the Word Processor’s cursor movement keystrokes to move the 
cursor past characters without changing them 


® (G)-(E) to change between the insert and the overstrike cursors. 


AppleWorks Tip 


Zoom in to see all the existing carriage returns. They’re shown as 
blots, or dotted squares, when you’re zoomed in to the text. Press 


(G)-(Z) to zoom in. 


You can be zoomed in or out when you insert new information or strike 
over existing information. 
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a Moving the Cursor Within a Document 


It’s easy to move the cursor through a Word Processor document. 
You can move it character by character, word by word, and line by 
line, or you can move it through larger units of information. 


To move the cursor within a Word Processor document: 


What You Want 


Move the cursor to the right or 
to the left from character to 
character 


Move the cursor up or down 
from line to line 


Move the cursor to the right or 
left to the first character of the 
next or preceding word or 
group of characters 


Move the cursor to the next tab 
stop 


Move the cursor to the previous 
tab stop 


Move the cursor proportionally 
through a document 


Move the cursor to the bottom 
of this screen and then to the 
bottom of the next screenful of 
information (20 lines) 


Move the cursor to the top of 
this screen and then to the top 
of the previous screenful of 
information (20 lines) 


What You Use 


Si) 


moves the cursor backward 
from the first character on aline 
to the last character on the 
preceding line. If that line is 
blank, the cursor moves to the 
first space on it and then 
immediately to the end of the 
line above it. 


(), 


(cs )-E>) or (6)-(=) 


TAB 


(G)-(TAB) 


(G)-(1) through (9) 


(G)-) 
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Sa —CViewing Your Document 


For the most part, AppleWorks follows this rule: What you see is 
what you get! That is, whatever you see displayed is what you will 
get when you print. It’s easy, therefore, to get a pretty accurate 
idea of how a document will look just by looking at how it’s 
displayed. 


Several AppleWorks features will bend the rule a bit: 


@ Characters printed in proportional spacing will look different 
from those on the screen because characters on the screen are 
all the same width. 


@ Printer options noted by a caret on the screen cause the 
number of characters per line on the screen to be different from 
the number of characters when printed, because carets don't 
print. 


@ Printing with more than 12 characters per inch or 79 characters 
per line may cause what’s printed to look different from what’s 
on the display. 


@ Double or triple spacing. 


@ Page headers and footers are not shown on each page of the 
display. 


For example, if you print with 10 characters per inch and use no 
printer options with carets, you can expect that what you see is 
what you get. If you have a wide printer platen or use very narrow 
margins, however, the rule doesn’t work because more characters 
will print on each line than can be displayed. 


Deleting Information 


You can delete information in two ways: you can use or 
the Delete command. Both delete methods take you at your word: 
anything you delete is gone. 


If you are typing and make a mistake, you should delete 
backwards, character by character: Press to erase 
incorrect information and to back the cursor up to where you can 
start typing again. 
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If you want to delete larger chunks of text, follow these steps: 


1. Move the cursor to the beginning or the end of the information 
you want to delete. 


2. Press (G)-(D). 


3. Move the cursor to the beginning or end of the information you 
want to delete. AppleWorks highlights this information as you 


go. 


4. Press (RETURN). AppleWorks closes up the space where the 
deleted information was. (If you change your mind about 


deleting, press instead.) 


AppleWorks Tip 
Follow this procedure to delete screenfuls of information at a time: 


press (G)-(D). Then press (G)-(7 ) or (G)-() until you have 
highlighted enough information. Then press (RETURN). 


You can delete to the end of your document, too. As a matter of fact, 
you can delete your whole document at once. First, press (G)-(1). 


Then press (G)-(D) and (G)-(9 ). Then press (RETURN). 


To delete printer options, Zoom in, move the cursor to the line you want 


to delete, press (G)-(D), and then press (RETURN). 


To delete a page break line, put the cursor anywhere on the line, press 
(G)-(D), and then press (RETURN). If you do delete these lines, 
however, the existing page calculations go away, and you boy neve i 
recalculate page breaks. Page break options set with the =- RES 
option are not deleted. 


ee Replacing Existing Information 





AppleWorks lets you replace one, several, or all occurrences of 
information within a document with new information. Whether you 
decide to replace occurrences one at a time or all at once depends 
on whether you want to see each occurrence before the 
replacement. 


The replaced text is the existing information. The replacing text is 
the new information. Both can be up to 30 characters long. 


AppleWorks keeps a record of the last text you asked it to replace 
or find ((G)-(F )). When you ask to replace text the next time, 
AppleWorks supplies the last replaced or found text as its default 
for what you want this time. Press if you want to replace 
the next occurrence of this same information. Or type new text and 
press if you want to replace different information. 
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ror Radi is if you ie BSKeG ie auiaeiee to garnet 
i = with fi Hib bis, mcurmts = will be the default 
for "ifie red paplacae or r Find. 


! uee — siasdaen ne i ctllias pad coiaareba oe with }- 
friigeied ce weit That 
message means the text isn " in that mart of the file you asked 
AppleWorks to search, or in the whole file if you started at the 
beginning. 





Text and Case Sensitive Text 


There are two types of text that can be found or replaced. When 
you choose Find or Replace, you must also choose what type of 
text you want to work with: 


@ Text will find or replace text that is written in any combination of 
uppercase or lowercase characters. For example, if you want to 
find the word the, text will also find The and THE. 


@® Case sensitive text will find or replace only those occurrences 
of text that exactly match the characters you type. For example, 
if you specify the word The, it will only find The, and not the or 
THE. 





Replacing One or Several Occurrences of Information 


When you follow these instructions to replace one or several 
occurrences of information with new information, you can decide 
whether or not to make the replacement beforehand: 


1. Move the cursor to wherever you want AppleWorks to start 
searching. (Remember you can easily get to the beginning of a 
document with (G)-(1 ).) 


2. ieee . ® ve cast gate in asks if you want | 
Or ¢. eS . AppleWorks supplies the ae 
folie or raplaced text f you have used Find or Replace in this 
session. 


3. Type the replaced text. Then press (RETURN). 


4. Type the new text. Then press (RETURN). Or press to 
replace the next occurrence of the last replaced text. 


9. Choose Une at 


6. AppleWorks highlights the first occurrence of the old 
information. Choose fi: or =, depending on whether or not 
you want to replace it. 
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f. i Mish Enotes! fe a pasta It and then asks 


Choose fitz Or Yee. 


8. AppleWorks continues to highlight occurrences of the old 
information and asks you if you want to replace it, until it finds 
no more occurrences. 


If you want to stop replacing at any time, press (ESC). 





Replacing All Occurrences of Information 


You can replace all occurrences of information automatically, 
without having to check and respond yes or no before each 
replacement. Here’s how: 


1. Move the cursor to wherever you want AppleWorks to start 
searching. 


2. Press (G] So a ner apes: aad asks if you want | 
OF LoS: 


3. Type the text you want to replace. Then press (RETURN). 


4. Type the new text. Then press (RETURN). 
5. Choose iii. 


AppleWorks makes all the replacements automatically. 


Making replacements automatically gives you less control over rune 
de ogee accede For example, rus you want to isc A 
with ; en occurrence of ¢ ident. meas |S 
renlacoe by triose. This means that Ppa baeamies? PPPOE ge 


To make sure AppleWorks replaces only what you want it to, you 
should make the text to be replaced unique. You could do this by 
typing a space at the beginning and at the end of the replaced text 
and the new text. AppleWorks considers spaces at the beginning 
or end of the information you type to be part of the text. 
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we OMoving Text Within a Document 


It’s easy to move text within a document: words, paragraphs, or 
blocks of information up to a total of 250 lines. 


To move text within a document: 


1. 


Moving Text Within a Document 


Move the cursor to the first or the last character of the 
information you want to move. 


. Press st wa | (for move). 


. Choose ii triiri citar . Then AppleWorks presents the 
text in roomed. in ers SO 0 you can see all the carriage returns 
and printer options in the text. They help you be very specific 
about what information you move. 


. Move the cursor to the end or the beginning of the information 
you want to move. Then press (RETURN). 


. Move the cursor to the place where you want to move the 
information. 


. Press (RETURN) again. The information is moved. 


AppleWorks Tip 


If you move part of a paragraph, AppleWorks closes up the space 
where the information was. 


Try to move only the information you want, with or without surrounding 
spaces, blank lines, or carriage returns. You may have to adjust 

spacing, however, after you move the information. That’s easy to do— 
delete spaces with (DELETE); and add spaces with the insert cursor and 


(SPACE). 


The copy feature is similar to the move feature except that copy lets 
you leave the text in its original place, too. 


You can use either (G)-(1 ) or (G)-(4) with (G)-(1.) through (9) to 


move large amounts of information. 








Copying Text Within a Document 


Finding markers is discussed in the 


section, ‘“‘Using Markers.”’ 


Copying text within a document makes it easy to duplicate (or 
boilerplate) paragraphs or sections you want to appear several 
times. You can make an exact copy of text wherever you want and 
then make changes if necessary. You can copy up to a total of 
250 lines at once. 


To copy text within a document: 


1; 


Move the cursor to the first or last character of the information 
you want to copy. 


. Press (6) a “2 (for copy). 
. Choose i triir, cietuin . Then AppleWorks presents the 


text in peomied: in format. SO 0 you can see all the carriage returns 
and printer options in the text. That makes it easy for you to 
copy exactly what you want. 


. Move the cursor to the end or the beginning of the information 


you want to copy. Then press (RETURN). 


. Move the cursor to the place where you want to copy the 


information. 


. Press (RETURN) again. The information is copied. 


AppleWorks Tip 


The Word Processor’s Copy feature is similar to the Move feature, 
except that when you copy information, you leave a copy in the original 
place. 


Finding Information 


AppleWorks finds five types of information in your document for 
you: 


Text—words or phrases, usually—that you provide as 
comparison information. It finds text regardless of uppercase or 
lowercase characters in the comparison information. 


A specific page. 


Case sensitive text, which finds text exactly as you typed it in 
the comparisons, including uppercase and lowercase characters. 


Printer options. 


A marker, which identifies a certain spot in the document. 


This section provides information about the first four. 


Chapter 7: Working With Word Processor Documents 





Finding Text 


When you supply text for AppleWorks to find, AppleWorks begins 
looking at the cursor position for the first occurrence of the text, 
which can be up to 30 characters long. Then you can ask for the 
next occurrence, if you want. 


To find specific text, ignoring uppercase or lowercase: 


1. 


Move the cursor to wherever you want AppleWorks to start 
searching. (Remember, you can easily get to the beginning of a 


document with (G)-(1 ).) 


2. Press (G)-(F) (for find). 


your comparison. If you have already used Find or Replace, 
AppleWorks supplies the last found or replaced text. 


. Type the text and press (RETURN). Or just press to find 


the next occurrence of the last found or replaced text. 
AppleWorks moves the cursor to the text and highlights it. 


. Choose ?it: or ¥&=, depending on whether you want 


AppleWorks to find the next occurrence of the text. 


Spaces at the beginning or end of the comparison information are 
part of the text. 


AppleWorks keeps a record of the last text you asked it to find or 
replace ((G)-(R )). When you ask to find text the next time, 
AppleWorks supplies the last found or replaced text as its default 
for what you want this time. Press if you want to find the 
next occurrence of this same information. Or type new text and 
press if you want to find different information. 


Finding Information 











Finding a Specific Page 


To find a specific page, follow these steps: 


1. Press (G)-(F). 
2. Choose #3 =. 
3. Type the page number and press (RETURN). 


AppleWorks Tip 


AppleWorks starts searching for pages from the beginning of the 
document. The cursor moves to the first character on the page you 
request. 


To get to any page past page 1, you must have already calculated page 
numbers ((G)-(K )) or printed the document (in which case AppleWorks 
automatically paginates the document). 





Finding Case Sensitive Text 


When you supply text for AppleWorks to find, AppleWorks begins 
looking at the cursor position for the first occurrence of the text, 
which can be up to 30 characters long. Then you can ask for the 
next occurrence, if you want. 


To find specific text with characters in uppercase or lowercase 
exactly as you typed them: 


1. Move the cursor to wherever you want AppleWorks to start 
searching. (Remember you can easily get to the beginning of a 
document with (G)-(1).) 


2. Press (G)-(F) (for fina). 


3. Choose sie Seri. tite t¢s 4 to indicate you want to find 
any text that peuectc iatehesy your comparison. If you have 
already used Find or Replace, AppleWorks supplies the last 
found or replaced text. 


4. Type the text and press (RETURN). Or just press to find 
the next occurrence of the last found or replaced text. 


AppleWorks moves the cursor to the text and highlights it. 


5. Choose i: or ==, depending on whether you want 
AppleWorks to find the next occurrence of the text. 


Spaces at the beginning or end of the comparison information are 
part of the text. 
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AppleWorks keeps a record of the last text you asked it to find or 
replace ((G)-(R)). When you ask to find text the next time, 
AppleWorks supplies the last found or replaced text as its default 
for what you want this time. 





Finding a Printer Option 
Follow these steps to find a printer option: 


1. Press (G)-(F). 


2. Choose Uist = iri. 


3. Type the two-letter option code (i. , Fi:, etc.) to identify the 
printer option you want to find, and press (RETURN). 


Using Markers 


Markers are places you identify in your document. They help you 
move the cursor to specific places quickly. After you identify a 
place (or set a marker), it’s easy to jump to that place (or find a 
marker). 





Setting Markers 
Follow these steps to set a marker: 


1. Move the cursor to the place in the document where you want to 
set the marker. 


2. Press (G)-(0) (for printer options). 
3. Type =" (for set marker) and press (RETURN). 
4. Type the number of the marker, i, =, or 2, for example. 
5. Press (ESC). 
AppleWorks Tip 


The marker number can be any number between 1 and 254. That’s 
probably enough! 


Using Markers 











Finding a Marker 


Once you identify the spot by setting a marker, it’s easy to jump to 
that spot by asking AppleWorks to find the marker. 


To find a marker: 


1. Press (G)-(F). 


2. Choose fi-ssrker. 


press (RETURN). 


AppleWorks Tip 


AppleWorks starts searching for markers at the beginning of the 
document. 


Using Tabs 


Tabs are always noted by a vertical line in the dashed line across 
the top of the display. Tabs let you control the movement of the 
cursor across a line. New documents have tabs every five spaces. 
Using tabs involves setting and clearing the tabs and then moving 
the cursor to the tabs. 





Setting and Clearing Tabs 
Here’s how to set and clear tabs. 


1. Press (G)-(1). The cursor moves to the double line at the top of 
the screen, where tabs are noted with a vertical line. 


2. Use and to move the cursor to wherever you want to set 
or clear a tab. Type = to set a tab or © to clear a tab in that spot. 
Or type = to remove all existing tabs. 


3. Press when you finish setting or clearing tabs. 


AppleWorks Tip 
Watch the column indicator as you are setting tabs. 
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Moving the Cursor to Tabs 


To move the cursor to tabs, just press (TaB). Use (G)-(TAB) to 
move the cursor to the previous tab. 


AppleWorks Tip 
Set tabs for formatting columns within text. 


Changing the Name of Your File 


Here’s how to change the name of your file: 


1. Press (G)-(N). 


2. Type the new name of the file. The name can be up to 
15 characters long. It must start with a letter, and it can contain 
uppercase and lowercase letters, numbers, spaces, and 


periods. Then press (RETURN). 


AppleWorks Tip 


AppleWorks changes the name of the file on the Desktop. When you 
save the file, it is saved with the new name. That means you still have 
the file under its old name if it is an old file. You may want to delete the 
file from the disk under its old name. 


Changing the name of the file is one way to keep several copies of the 
same file and make sure you know the difference between them. 


Changing the Name of Your File 
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Formatting a Word 
Processor Document 


Formatting a Word Processor document involves using printer 
options 


@ to control horizontal spacing 
@® to control density of printing 
@ to control vertical spacing 


® tocontrol layout, such as hanging paragraphs, and headers and 
footers 


@ to use special printing techniques, such as boldface and 
underlining 


@ to control paging 


@ to provide information from the keyboard during printing. 


Sample Documents 


Take a look at several sample documents to get an idea of some of 
AppleWorks’ features for formatting Word Processor documents. 
The file containing the sample document in Figure 8-1 is called 
Tower of Mammon. The file is on the Sample Files disk. You can 
display or print it if you want. 
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Figure 8-1. Tower of Mammon 
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The formatting options in Figure 8-1 are set as follows 


® Platen width 
® Characters per inch 


® Left margin 

® Right marg 

® Right margin 

® Page length 

® Top margin 

@ Bottom margin 

@ Lines per inch = 6 
® Single spac 

® Superscript 
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Figure 8-2. Qualifications Document 





Figure 8-2 shows a more formal document with several special 
formatting techniques. The file containing this document is 
Qualifications on the Sample Files disk. 





The formatting options in Figure 8-2 are set as follows: 


e Platen width = 8 inches 
@ Left margin = .5 inch 

@ Right margin = 1 inch 

@ Characters per inch = 12 
@ Right margin is justified. 
@ Paper length = 11 inches 
@ Top margin = 1 inch 

@ Bottom margin = 1 inch 
@ Lines per inch = 6 

@ Single spacing 

@ Bullets 

@ Page header 


@ Page footer with page number 
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a CUsing the Word Processor’s Printer Options 


This section defines the Word Processor’s printer options and tells 
how to change them. It also discusses AppleWorks’ default values 
for the main printer options. 





What Are Printer Options? 


Printer options are specifications that control the format of your 
document and how it prints. Some printer options control all 
following text, such as margins; spacing; whether text should be 
justified, unjustified, or centered. These options remain in effect in 
your document until you change them. Single spacing remains in 
effect, for example, until the point where you change the spacing 
to double or triple. Margins stay the same until the point where you 
change them. And text is justified until you specify that you want it 
unjustified or centered. Thus you may have different margins and 
spacing in the same document, as well as justified, unjustified, and 
centered text. 


Other options stay in effect in your document until you end them or 
until the end of the paragraph or line they’re in, whichever is 
sooner. For example, text is underlined until you stop the 
underlining or until the end of the paragraph. The same goes for 
boldface. Superscripting and subscripting stop automatically at 
the end of the current line. 


Still other printer options communicate information to the printer. 
For example, Skip Lines tells the printer to skip a number of lines 
you specify; Enter Keyboard tells the printer to stop at this point so 
you can type information from the keyboard. 


AppleWorks’ printer options give you a great deal of control over 
printing your documents. 
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Zooming In on Printer Options 
Any time you want to see the text marked with printer options, 
zoom in. To do so, press (G)-(Z). 


When you press (G)-(Z) while looking at the document in 
Figure 8-2, for example, the display looks like Figure 8-3. 





Figure 8-3. Zoomed-In Qualifications 
Document 


The beginning of a group of words that 
shouldn’t be split at the end of a page. 





Left margin is 1.0 inch. 
Text that follows should be indented, 
for bulleted items. 





Carriage returns are marked by blots. 





Use the arrow keys to move the cursor through the document, so 
you can see the printer options. The only ones you see, though, are 
the ones added or changed from AppleWorks’ default values. You 
can see AppleWorks’ defaults by using the (G)-(0) feature, 
described next. 


AppleWorks Tip 


You can use all the Word Processor’s features while you are zoomed 
out or in. Zoom in to keep track of printer options while you are 
working with a document. 


Using the Word Processor’s Printer Options 
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If you want an option to apply to your entire document, press 
F : 
whole number, such as 1 inch or 2 inches, you don’t have to 
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1. Put the cursor where you want the printer option to take effect. 


printer options. It asks you which option you want to change, as 


AppleWorks displays the text in Zoomed-in format and the list of 


Figure 8-4. Printer Options 
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List of printer options. Options are 


grouped by function. 
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Code that stands for the option. 


the text in Zoomed-in format, so you can see the printer options as 


4. Type the new value if AppleWorks asks for one. If the value is a 
you add or change them. 


While you are work 
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AppleWorks’ Default Values for Main Printer Options 


The following are AppleWorks’ default values for the main printer 
options. These printer options and their defaults are in effect for 
all new documents. You can change them if you want a different 
value: 


@ Platen width = 8.0 inches 

@ Left margin = 1.0 inch 

@ Right margin = 1.0 inch 

® Characters per inch = 10 

® Text is unjustified. 

@ Paper length = 11 inches 

® Top margin = 0 inches 

® Bottom margin = 2 inches 
@ Lines per inch = 6 


@ Single spacing 


These options are described in the sections that follow. 


Using the Word Processor’s Printer Options 





a Controlling Horizontal Spacing 


Table 8-1 lists the three printer options that control horizontal 


spacing. 


Table 8-1. Printer Options for 


Horizontal Spacing The Printer Option 





Controls 


The distance in inches the printer’s printhead travels 
across the paper. The left edge of the paper should 
correspond to where the printhead stops on the left. 


This number can be no greater than the printer’s platen 
width you specify in ther Activities menu option 


SEECi Pu information Skcut your 


Default = 8.0 inches 
The maximum you can use is 13.2 inches. 
The width of the left margin in inches 


Numbers can be in tenths of inches, that is, 1.5 inches, 
1.6 inches. 


Default = 1.0 inch 
The maximum you can use is 9.0 inches. 
The width of the right margin in inches 


Numbers can be in tenths of inches, that is, 1.5 inches, 
1.6 inches. 


Default = 1.0 inch 


The maximum you can use is 9.0 inches. 


For more information on print density, Horizontal spacing is also controlled by print density. 


see ‘‘Controlling Print Density.’’ 


Use the following formula to figure out the width of your text: 


Platen width For example: 8.0 inches 
— Left margin — 1.5 inches 
— Right margin — 1.0 inch 
= .Text width = 5.5 inches 
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Table 8-2. Printers and Proportional 
Spacing Types 





Controlling Print Density 


You can control print density by choosing to print from 4 through 
24 characters per inch depending on the capability of your printer. 
Then you print nonproportionally. That is, all letters take up the 
same amount of space, whether they are narrow, like /’s, or wide, 
like m’s. 


You can also choose to print proportionally, again depending on 
the capability of your printer. Then narrow and wide letters take up 
narrow and wide spaces. /’s take up narrow spaces and m’s take 
up wide spaces. Table 8-2 shows the number of proportional 
spacing types on various printers. 


If you are unsure of how your printer will treat a specific print 
density, try it! 





Printer Number of Proportional 
Spacing Types 


Apple Dot Matrix 2 
Apple Daisy Wheel 1 
Other Daisy Wheel Varies 
Other Dot Matrix Varies 
Silentype 0 





Table 8-3 shows comparable examples of text printed in different 
type densities using a Dot Matrix Printer and a Daisy Wheel 
Printer. 
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Table 8-3a. Printing Examples: Dot 
Matrix Printer 








10 Characters per Inch 









Hume ty Dumptey experienced a rather substantial diminution tn 
the magnitude af the coordinates af His vertical leyvation 
a2 measured eakywise fram an ariqgin coincident with the 

firma in this planetary bodr. 


7 
iT 
au 


a 
a a 


surtace component of the terra 


2 Characters per Inch 


wa scamneones 2 ores 


Humpty Dumpty experienced a rather substantial diminution in the 
magnitude of the coordinates of his vertical elevation as measured 
skywise from an origin coincident with the surface component of the 
terra firma in this planetary body. 


1? Characters per Inch 


Humpty Dumpty experienced a rather substantial diminution in the magnitude of the coordinates of his 
vertical elevation as measured sKywise from an origin coincident with the surface component of the 


terra firma in this planetary body. 


Proportional 1 


Humpty Dumpty experienced a rather substantial diminution in the magnitude of the 
coordinates of his vertical elevation as measured skywise from an origin coincident with 
the surface component of the terra firma in this planetary body. 


To change the print density: 


1. Put the cursor where you want the new print density to start. Put 
the cursor at the beginning of the document if you are changing 
from AppleWorks’ default value, 10 characters per inch, toa 
new one for the whole document. 


2. Press (G)-(0). 


printing style, or type ©: and if you want to change the 
characters per inch value. Then type the new value, from 4 


through 24, and press (RETURN). 
4. Press (ESC). 
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Table 8-3b. Printing Examples: Daisy 
Wheel Printer 


10 Characters per Inch 


Humpty Dumpty experienced a rather substantial diminution in 
the magnitude of the coordinates of his vertical elevation 
as measured skywise from an origin coincident with the 
surface component of the terra firma in this planetary body. 


12 Characters per Inch 


Humpty Dumpty experienced a rather substantial diminution in the 
magnitude of the coordinates of his vertical elevation as measured 


skywise from an origin coincident with the surface component of the 
terra firma in this planetary body. 


Proportional 1 


Humpty Dumpty experienced a rather substantial diminution in the 
magnitude of the coordinates of his vertical elevation as measured skywise 


from an origin coincident with the surface component of the terra firma in 
this planetary body. 





See ‘‘Viewing Your Document” in 


If you choose a print density your printer doesn’t have, 
Chapter 7. 


AppleWorks uses the last one used. When in doubt, try it out! 


AppleWorks Tip 


Each of these different print densities affects the display of your 
document. 


The print density you select remains in effect until you change it within 
your document. Occasionally you may decide to change the print 
density within a document. For example, you may print a letterhead at 


10 characters per inch and then print the text of the letter at 
12 characters per inch. 


P1 and P2 don’t work well with tabular information. 
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Controlling Vertical Spacing 


The eight printer options that control vertical spacing are listed in 


Table 8-4. Printer Options for Vertical 
Spacing 





Table 8-4. 


The Printer Option 














Controls 





The vertical measurement of the paper you are using, in 
inches 


Default = 11 inches 
The maximum you can use is 25.4 inches. 


The length in inches from the top of the paper to the first 
line of printing 


Default = 0.0 inches. This value accommodates 
AppleWorks users who have sheet-feed printers (printers 
with no tractor). If you have one of these printers, you 
should leave the default value at 0 and position the paper 
exactly where you want the first line to be. 


AppleWorks users with tractor-feed printers will probably 
want to change this value. 


The maximum you can use is 9.0 inches. 


The length in inches from the last line of printing to the 
bottom of the paper 


Default = 2.0 inches 
The maximum you can use is 9.0 inches. 


Whether the information is single, double, or triple spaced. 
Only one of these, the last one specified, can be in effect. 


You can change the spacing whenever you want within a 
document. 


Default setting is single spacing. 


Displayed lines are single spaced. Double and triple 
spacing takes effect when you print. 


How many lines will be printed per vertical inch on the page 
Default = 6 
You can use 6 or 8. 


The number of lines the printer should leave blank at this 
point. Use this option to leave space for illustrations. 


The most lines you can skip is the number it takes to make 
a page. 
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Use the following formula to figure out the length of your text: 


Paper length For example: 11.0 inches 

= Top margin — 1.5 inches 

— Bottom margin — 1.5 inches 

= Text width = 8.0 inches 
Controlling Layout 


AppleWorks offers you a number of ways to control layout: 
e Hanging paragraphs and bullets 
e Justification 


@ Page headers and footers 


This section tells you how to use them. 





Making Hanging Paragraphs and Bullets (Indenting) 


Hanging paragraphs and bulleted items may sound violent, but 
they’re used frequently in business documents. The first line of 
hanging paragraphs begins at the left margin, and succeeding 
lines are indented. The numbered steps in this manual are hanging 
paragraphs. And here are other examples of hanging paragraphs 
(and not necessarily of good English!): 


Reserve the apostrophe for it’s proper use 
and omit it when its not needed. 


Place pronouns as close as possible, especially 
in long sentences, as of 10 or more words, 
to their antecedents. 


If you reread your work, you will find on 


rereading that a great deal of repetition 
can be avoided by rereading and editing. 
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The first line of bulleted items has an o or another character or a 
number in the left margin, and succeeding lines are indented. Here 
are some examples of bulleted items (and again, not necessarily of 
good English): 


@ Being moribund on arrival at the hospital, 
the doctor could do nothing for the patient. 


® His pelvis was fractured by being thrown from 
an automobile. 


® There were four deaths, only one of which lived 
more than two months. 


To create hanging paragraphs and bulleted items with 
AppleWorks: 


1. Press (G)-(0). 


2. The first line of the hanging paragraph or bulleted item is the 
left margin of the document. Change the left margin temporarily 
if you want the paragraphs or items to start further to the right 
than the rest of the document. 


You may want to change the right margin, too, to make the 
bulleted items narrower than the rest of the document. 


3. Type £ i (for indent) and press (RETURN). 


4. Type a number to specify the number of spaces you want 
succeeding lines to be indented. Then press (RETURN). 


5. Press (ESC). 


Now begin typing the hanging paragraphs and bulleted items. 
When you type the bulleted items, type the =: (or = or ~) at the left 
margin. Then space over (or tab) to where you want to start typing. 
Beginning with the second line, lines are indented the number of 
spaces you request in step 4. Figure 8-5 shows a display with 
indenting commands and text. 
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Figure 8-5. Indented Text 


Reset margins 





Indenting command 


Indented text 





After you finish typing the hanging paragraphs or bulleted items, 
follow these steps: 


1. Press (G)-(0) again. 








2. Type i}: and press (RETURN). 
3. Type and press (RETURN). You stop indenting by changing the 


value of /N to 0. 
4. Reset margins you changed previously. 


5. Press 





AppleWorks Tip 


You have to use the indent command to indent anything other than a 
line following a carriage return. If you try to use spaces to indent, the 
program will remove them. 


When you indent while using proportional printing or justification, each 
indented space is the width of a 0. You can indent up to 64 spaces 
(which equals 64 O's). 
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Justifying, Unjustifying, and Centering 


Figure 8-6. Justified, Unjustified, and Text is either justified, unjustified, or centered. Figure 8-6 
Centered Text illustrates all three. 


Unjustified (uneven right edge) 

Humpty Dumpty experienced a rather substantial diminution in 
the magnitude of the coordinates of his vertical elevation 
as measured skywise from an origin coincident with the 
surface campanent of the terra firma in this planetary body. 


Humpty Dumpty experienced a rather 
substantial diminution in the magnitude of 
the coordinates of his vertical elevation as 
measured skywise from an origin coincident 
with the surface component of the terra firma 
im this planetary body. 


Humpty Dumpty “perienced a rather substantial 
diminution ian the magnitude of the coordinates of his 
vertical elevation as measured skywise from an origin 
coincident with the surface component of the terra 
firma in this planetary body. 





Whichever option of these three is in effect remains until you select 
another one. For example, if you choose centered for headers, you 
will probably want to change to justified or unjustified for the text. 
To change these options: 


1. Put the cursor on the line where you want the change to take 
effect. 


2. Press (G)-(0). 
for centered. Then press (RETURN). 
4. Press (ESC). 
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yo _SCUsing Page Headers and Footers 


You can put a one-line page header at the top of each page. 
AppleWorks prints the page header on the first printing line after 
the top margin. Then it skips two lines and begins to print the text. 


And you can put a one-line page footer at the bottom of each 
page. AppleWorks prints the page footer on the last printing line 
before the bottom margin. It skips two lines between the last line 
of the text and the page footer. 


Figure 8-7 shows several examples of page headers and footers. 


Figure 8-7. Headers and Footers 





Headers 


Footer 


Summary 15 










Proposal September 15, 1983 
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Here’s how to specify page headers and footers: 


1. 


an £-& W PP 


Position the cursor correctly for the header or footer. The page 
header printer option must be on the top line of the page where 
you want the headers to start. The page footer printer option 
can be anywhere on the page where you want the footers to 
Start. 


. Press ig19)} 
. Type r= for a header or *!: for a footer and press 
. Press (ESC). 


. Type the header or footer as if en were lala a LING of text. The 


line that follows the its olsen eae euesmea detente 


footer. 


Any page header or footer you specify prints at the top or bottom 
of each page until you change it. 
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To cause page headers and footers to stop, follow the page header 
or footer printer option with a blank line. 


AppleWorks Tip 
Before you set up page headers or footers, calculate page numbers 
with (G)-(K). 
See ‘‘Printing Page Numbers” for Use the Frirnt Faage No. ¢FF > printer option to get page numbers 
information on how to get page on headers or footers. 


numbers into headers and footers. : ; : 
Page header and footer printer options display in the zoomed-out and 


zoomed-in text, but they don’t print. 


aa CUsing Special Printing Techniques 


Special printing techniques let you use 
® Boldface 

@ Underlining 

@ Subscripts 

@ Superscripts 


@ Sticky spaces. 





Using Boldface and Underlining 
To specify boldface and underlining: 


1. Put the cursor on the first character to be boldfaced or 
underlined. 


2. Press (G)-(0). 


press (RETURN). 
4. Press (ESC). 


AppleWorks inserts a caret ("") right before the first boldfaced or 
underlined character. All succeeding characters are boldfaced or 


underlined until you either stop the boldfacing or underlining or 
the paragraph ends. 
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To stop boldfacing or underlining: 


1. Put the cursor on the character or space just past those to be 
boldfaced or underlined. 


2. Press (G)-(0). 


3. Type =: for boldface end or ):= for underline end. Then press 


(RETURN). 
4. Press (ESC). 


AppleWorks inserts a caret (**) right after the last boldfaced or 
underlined character. 


When you want to find out what the carets mean, move pi cursor 
to peach one. aes sepia: on the nian oF inet caret, = 


iM, SL? Ss mal Poe mi, OF 
Life — 4 highlights at the bottom of the screen. 





AppleWorks Tip 


To shortcut the printer options when you want to underline or boldface 
text, use these special commands: 


e Press (CONTROL)-(B) to begin and end boldface. 


e Press (CONTROL)-(L) to begin and end underlining. 
CONTROL )-(B) and (CONTROL)-(L ) either start or stop boldface and 


underlining, depending on what’s in effect when you use each. They 
also display the carets. 





Using Superscripts and Subscripts 
To specify text for superscripts and subscripts: 


1. Put the cursor on the first character to be superscripted or 
subscripted. 


2. Press iSH9} 


3. Type +£ for superscript begin or ~ =: for subscript begin. Then 


press ( GETURN. 
4. Press (ESC). 


AppleWorks inserts a caret (*") right before the first superscripted 
or subscripted character. All succeeding characters are 


superscripted or subscripted until you either stop the 
superscripting or subscripting or the current line ends. 
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To stop superscripting or subscripting: 


1. Put the cursor on the character or space just past those to be 
superscripted or subscripted. 


2. Press (G)-(0). 


3. Type += for superscript end or ~ =. for subscript end. Then press 


eI. 
4. Press (ESC). 


AppleWorks inserts a caret ("") right after the last superscripted or 
subscripted character. When you want to find out what the carets 
mean, move MN cursor to SaCnG one. _orey on me iia of 
alles caret, WEEP EI Di f RE iri, bummer crim tok 

het Begin, OF Subscript bra ” blghllahite at 
the potion of the screen. 





Using Sticky Spaces 


Sticky spaces are spaces between words or groups of characters. 
But unlike regular spaces, which come between words or groups of 
characters that can be separated at the end of aline, sticky spaces 
come between words or groups of characters that cannot be 
broken at the end of a line. 


bal etl ate suppose the name | Por F 
ace # iFeg <r occurs in your text and you don’ wand the name 
split. Just use a sticky space between the parts of the name 
instead of a regular space. (Of course, word wraparound could 
cause the name to start on a line following a very short line!) 


To insert a sticky space, press (G)-(SPACE). AppleWorks inserts a 
caret, which signifies the sticky space. 


Controlling Paging and Page Numbers 


This section provides information on controlling paging and page 
numbers. It tells you how to 


® calculate page numbers 

® specify a new page 

® specify groups of information 
® number pages 


@® print page numbers. 
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Calculating Page Numbers 


When AppleWorks calculates page numbers, it breaks pages 
appropriately and assigns page numbers to the pages. 
AppleWorks follows several rules when it calculates page 
numbers: 


@ AppleWorks won’t break paragraphs so that one line of the 
paragraph is split from the rest of the paragraph. The beginning 
of a paragraph on one page must have at least two lines, or that 
text goes to the top of the next page. Similarly, at least two lines 
of a paragraph must be at the top of the following page. 


@ AppleWorks won’t overrule page breaks you specify. 


@ If you specify that a group of information shouldn’t be broken, 
AppleWorks won’t break it. 


If you don’t care what happens to the page breaks, go ahead and 
print the document. AppleWorks will calculate page numbers and 
page your document according to its rules. It will also mark the file 
with page breaks. The next time you display your document, you 
see page breaks as perforated lines across the display. 


If you do care what happens to page breaks, follow these steps: 


1. After you type the document and before you print it, press 


(G)-(K) (for calculate). 


2. Choose ea iririirra if you want to calculate page numbers 
from the pacinning of the document. Choose | sci If you 
want to calculate from me pace ue cursor is on. 1 (If you haven’t 
calculated yet, choose #3 iriniirr.) 


3. Choose the printer you want to calculate for. 


Now you can look at page breaks by moving the cursor through 
the document. 


If you make any changes to text after calculating page numbers, 
page breaks go away. Then you should calculate new ones. 
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Specifying a New Page 


You may want to control page breaks yourself. If you do, use the 
new page feature: 


1. Put the cursor on the line that should be at the top of a new 
page. 


2. Press (G)-(0O). 
3. Type #:* and press (RETURN). 
4. Press (ESC). 


AppleWorks Tip 


Ordinarily you won’t use the new page feature, but you’ll use the other 
paging features (AppleWorks’ rules and grouped information) and the 
(G)-(K) feature to control paging. The primary use of the new page 

feature is to allow you to make sure titles go at the top of a new page. 


AppleWorks won’t overrule these page breaks but it will break pages 
between your page breaks if the text between them is longer than one 
page. 

If you specify a new page in the middle of a paragraph, AppleWorks 
puts the page break before the paragraph. To get a new page in the 
middle of a paragraph, you have to break the paragraph yourself by 
inserting a carriage return where you want the paragraph to break 
before you use the new page option. 





Specifying Groups of Information 


When you particularly want to keep a chunk of information 
together, so that AppleWorks won’t break it up between pages, 
you can group it. Here are some examples of information you may 
want to group: 


@ The introductory sentence and the bulleted items that follow. 


@ The title and the first paragraph of information in a subsection 
of text. 


e |Items in a list. 


To do so, follow these steps: 


1. Put the cursor on the first line of the group. 


. Press (G)-(0). 


. Put the cursor on the line following the last line of the group. 


. Press (G)-(0). 


oOo no fF O ND 
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Figure 8-8. Page Numbers Within 
Headers and Footers 


Within a footer 


Within a header 


Numbering Pages 


You can control page numbering yourself by overriding 
AppleWorks’ page numbers. When you want to control page 
numbers, you assign a page number to a specific page. That page 
and all pages that follow are numbered accordingly. 


To assign a page number: 


1. Put the cursor somewhere on the page you want to assign a 
number to. 


2. Press (G)-(0). 


3. Type ! and press (RETURN). 
4. Type the number of the page up to 512. Then press (RETURN). 





Printing Page Numbers 


You can cause page numbers to print on a page, either the 
numbers AppleWorks calculates or those you assign. Page 
numbers can be printed in the header, the footer, and the text. 


For example, you might want the page number to print within a 
footer or within a header, as Figure 8-8 illustrates. 


Page 55 


Summary 15 


To Cause page numbers to print: 


1. Put the cursor wherever you want the page number to print. 
Most likely it will be in the line following 


eeeee cecee cece eecee secee csese ances sncce sess ne or eeees seene cnese cence suse cece seece sesee seee 

2. Type #2 if you want that word to precede the page number. 
Then press once. 

3. Press cules 


4. Type ™' and press (RETURN). AppleWorks inserts a caret in a 
Space: When you put the cursor on the caret, : bP ac 
:: displays at the bottom of the screen. 
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CT yping Information From the Keyboard 





You can ask the printer to stop during printing so that you can type 
information directly from the keyboard into the document. This 
feature is very useful when you want to personalize letters, for 
example, by putting the recipient’s name in occasionally. 


To enter information from the keyboard: 


1. Put the cursor in the place in the document where the typed 
information will go. 


2. Press S18). 
3. Type == and press 


AppleWorks inserts a caret into the text MNSte me ie will go. 
When you put the cursor on the caret, =: PEE LIER 
displays at the bottom of the screen. 


When you print the document, the printer stops at the specified 
spot and waits for you to type information. The printer starts 
printing again when you press (RETURN). For example, the printer 
will stop twice while it prints this line: 


The first time the printer stops, you type the person’s name. The 
second time, you type the final day of your latest offer. 
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157 The Spreadsheet’s Two Main Functions 
158 Activity Flow 


158 File Guidelines 
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Understanding the 
Spreadsheet 


AppleWorks’ Spreadsheet allows you to work with numbers you 
usually write in rows and columns. The Spreadsheet’s calculation 
techniques let you speculate and forecast, changing numbers and 
immediately seeing the effect of the changes. 


This chapter discusses the Spreadsheet’s two main functions, 
illustrates its flow of activities, and discusses its file guidelines. 


The Spreadsheet’s Two Main Functions 


The Spreadsheet’s activities have two main functions, as Figure 9-1 
illustrates. The first function, working with information in 
worksheets, allows you to create worksheets with numbers or 
formulas so you can stay on top of current situations and project 
the effect of future changes. The second function, reporting, lets 
you create hard copies of your information, formatted to your 
specifications. 


When you create a worksheet, you can type several basic formulas 
and then use the Spreadsheet’s copy feature to put the same or 
similar formulas in other areas of the worksheet. You can control 
the way numbers in separate areas of the worksheet are displayed 
and look at the worksheet from different viewpoints, for complete 
flexibility in number manipulation. It’s easy, too, to make changes 
to worksheets at any time, for even more flexibility. 


When you create reports with the Spreadsheet, you can specify 
exactly what information you want to print and format the 
information on the page exactly the way you want it. Then you can 
print it on a printer or on the clipboard for inclusion in a Word 
Processor document. 
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Figure 9-1. Soreadsheet’s Two Main 
Functions 
Spreadsheet File 


Work With 
Information Format Reports 


in Worksheets 





ene ee ~=—LA tivity Flow 


Figure 9-2 shows the flowchart of activities when you are using 
Spreadsheet files. All the activities fall into Review/Add/Change. 


i eee §6©=6- File Guidelines 


Spreadsheet files can contain 127 columns and 999 rows, for a 
maximum total of 126,873 empty cells. 


For filled cells, the following guidelines apply: 


When You Have The Maximum Is 

An Apple computer with About 1800 filled cells 
64K RAM 

An Apple computer with About 6000 filled cells 
128K RAM 


Rows are numbered from 1 through 999. Columns are denoted as 
follows: 


A through Z 

AA through AZ 

BA through BZ 

CA through CZ 

DA through DW 
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Figure 9-2. Spreadsheet Flowchart 
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Working With Information 
in Worksheets 





163 
163 
167 
167 
167 
168 
170 
170 
171 
171 
172 
174 
174 
175 
175 
175 
176 
176 
177 
178 
179 
179 
179 
180 
180 
181 
181 
182 
183 
184 
184 
185 
185 
185 


Making a Worksheet 
Planning a New Worksheet 
What Answers Do You Want? 
What Values Produce the Answers? 
What Formulas Make the Values Produce the Answers? 
What Should Your Worksheet Look Like? 
Creating the Worksheet 
From Scratch 
From a DIF File 
From a VisiCalc File 
Working With Worksheet Standard Values 
Details About Worksheet Standard Values 
Value Formats 
Label Formats 
Column Widths 
Protection 
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Working With Information 
in Worksheets 


Working with information in worksheets involves creating the 
information using special Spreadsheet techniques that make it 
easy, looking at the worksheet and displaying numbers in different 
ways, and rearranging information when necessary. These 
activities are discussed in this chapter. 


Making a Worksheet 


This section discusses the general concepts involved in planning a 
worksheet and tells how to make a Spreadsheet worksheet from 
scratch, from a VisiCalc file, and from a DIF file. 





Planning a New Worksheet 

When you plan a worksheet, you decide 

@ what answers you want 

@ what values you need to produce these answers 
@ what formulas will produce the answers 

@ how you want the worksheet to look. 


These questions are discussed in general here. See specific 
sections for detailed information. 


To help you plan your own worksheets, several sample 
Spreadsheet files (along with Our Budget, which you used in the 
AppleWorks Tutorial Manual!) are included on the Sample Files 
disk. As planning is explained here, references will be made to 
these sample Spreadsheet files. If you want, you can display each 
of these files. 
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By the Way: Several Spreadsheet files other than the ones mentioned 
here are on the Sample Files disk. Take a look at all the Spreadsheet 
files on the disk. You may want to use them as a basis for your own 


worksheets. 


The first file, which contains net personal worth information, is 
illustrated in Figure 10-1. The worksheet is in a file called Personal 


Worth on the AppleWorks Sample Files disk. 


Figure 10-1. Net Personal Worth 
Worksheet 


Assets and liabilities are itemized and 
totaled to get the net personal worth. 
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Figure 10-2 shows the Winter Grades worksheet. The worksheet is 
in a file called Winter Grades on the AppleWorks Sample Files 
disk. 


Figure 10-2. Winter Grades Worksheet 


Grades are listed for each test. 


Averages are taken for each student. 





Making a Worksheet 





The Loan Schedule worksheet is illustrated in Figure 10-3. The 


the file called Loan Schedule on the AppleWorks 


Sample Files disk. You can play What If? by changing the loan 
amount, payments per year, total number of years, and nominal 
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What Answers Do You Want? 


The first step in planning a worksheet, and certainly the most 
important, is to decide what answers you want your worksheet to 
produce. Knowing the answers you want makes all the steps along 
the way a lot easier. 


If you’re doing a personal budget worksheet, you’ll want totals for 
the year and your cash position after you subtract expenses from 
income. If you’re keeping track of your students’ grades, you'll 
want each student’s average and the class average. If you’re 
figuring your net personal worth, you'll want assets minus 
liabilities. 


What Values Produce the Answers? 


As you decide what answers you want your worksheet to produce, 
you also define the values you need that produce the answers. 


The Answers You Want The Values That Produce Them 
Your net worth Itemization of all your assets and 
liabilities 


Grades for your students and All test grades for all students 
class averages 


The monthly payment on a Principal, interest rate, and 
loan number of months for the loan 


Terminology: In traditional data processing terms, the answers you 
want to produce are called the output. And the values you need to 
produce the answers are called the /nput. 


What Formulas Make the Values Produce the Answers? 


After you decide on the answers you want and the values that 
produce those answers, you will want to define the formulas that 
produce the answers. For example, 

Net assets - net liabilities = net personal worth 


The total for all tests / the number of tests = the average for the 
tests 
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Where do you want titles and numbers 
placed? 


Worksheet standard values determine 
how labels are displayed. 


Worksheet standard values determine 
how values are displayed. 





What Should Your Worksheet Look Like? 


At this point, you can probably visualize the layout of your 
worksheet. For example, the net worth worksheet makes the best 
sense with assets and liabilities listed in two columns. Assets and 
liabilities are broken down into logical groups, and these groups 
are in turn itemized and subtotaled. Total asset and liability figures 
follow the itemization, and then comes the bottom line, the net 
worth figure. 


On the other hand, the students’ grades worksheet works best as a 
typical rows and columns grid. Each kind of grade is listed across 
the top, and students’ names are listed down the left. The grades 
for each student are averaged across, and the class average is 
taken for each test at the bottom of the worksheet. 


The last sample worksheet, the loan schedule, allows you to 
provide several values at the top of the worksheet. After you supply 
the values, AppleWorks calculates all the principal, payment, and 
interest figures in one long column. 


Visualizing your worksheet helps you decide the best way to place 
labels, or titles, and numbers on the worksheet. Of course, there 
are aS many ways to do a worksheet as there are AppleWorks 
users, SO you can do it the way that works best for you. 


Now think about how you want the worksheet to look. That’s 
determined by worksheet standard values. Standard values 
determine how information is displayed. 


First of all, labels have standard values. The worksheet standard 
values for labels determine whether a title such as Assets is left 

justified, right justified, or centered. AppleWorks’ default is that 

you'll want your labels left justified. 


Values, or numbers, have standard values, too. For example, the 
same value, 1234.56, can be displayed in different ways: 1,234.56 
(commas format), $1,234.56 (dollars format), and 1234 (fixed 
decimal with 0 decimal places), among others. AppleWorks’ 
default for values is called Remr cor iat. Appropriate, in 
general, means displayed as you type it. AppleWorks does its best 
to display a value as you type it, depending on the column width 
you provide. 
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Worksheet standard values determine 
how wide columns should be. 


Worksheet standard values determine 
how and when AppleWorks should 
recalculate. 





Along with setting standards for values and labels, you set the 
widths of columns, too. You can use AppleWorks’ default, which is 
that all columns are nine characters wide. You can change the 
width of all columns or only specific ones, if you want. 


Calculation of values has a standard value, too, both in when it’s 
done and in what order. You should think about whether you want 
AppleWorks to calculate all your values automatically every time 
you change a value or if you want to give the signal for calculation. 
AppleWorks’ default is that you’ll want automatic calculation. If 
you want to ane’ mle aie however, you change the frequency of 
calculation to :: =e 


You also should decide in what order calculation should occur. 
AppleWorks’ default is down columns and across rows. You can 
change that to across rows and down columns, or to the order 
AppleWorks thinks is appropriate. The Loan Schedule worksheet, 
for example, calculates across rows and then down columns 
because the calculation in one cell depends on that in the cell 
above and to the right. 


The sample worksheets will give you an idea about formatting. 


The standard value for values in the Personal Worth worksheet is 
fixed decimal format with no decimal places. 


The standard value for values in the Winter Grades worksheet is 
fixed decimal format with no decimal places. The percentages 
down the right, however, are in percent format, with a percent sign 
following. 


The standard value for values in the Loan eenegue WOTKSheSt is 
Vee cecal Torna with two decimal places. Linh HAMLIN, 


Pip, and Plirri: : are formatted in fixed decimal format 


with no desinial eeces. 
To summarize, planning your worksheet involves 


® planning the input values and the formulas you need to produce 
the answers 


@ planning the general layout of the worksheet 


@ determining how values and labels should be displayed as well 
as the width of columns and how calculation should happen. 
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Figure 10-4. A New Worksheet 







Creating the Worksheet 


Follow these steps to create a new worksheet: 





1. Choose : from the Main Menu. 


2. Choose 
the : 


3. Choose 





seene 
: 


+ from 




















menu. 


From Scratch 
Follow these steps to create your worksheet from scratch: 


1. Type the name of the new file. Filenames can be up to 
15 characters long. The first character must be a letter, and the 
name can contain uppercase or lowercase letters, numbers, 


periods, and spaces. Then press (RETURN). 


AppleWorks displays a worksheet such as the one illustrated in 
Figure 10-4. The callouts refer to the numbered items in the text 
that follows. 
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See ‘‘Using Worksheet Standard 
Values.”’ 


See ‘‘Typing and Editing Information.”’ 


Pathnames are discussed briefly in 
Chapter 1 of this manual and in the 
ProDOS User’s Manual. 





1. The name of your new file 


2. The rows and columns, or coordinates, that divide your 
worksheet into cells. A cell is the intersection of a row anda 
column. 


3. Your place within the worksheet. What you type now will go into 
this cell. 


4. The cell indicator tells the cell the cursor is on and what’s in it. 
5. The Spreadsheet’s prompt 


6. The cursor that requests information in response to the prompt 


Now you can start typing information into your new worksheet. You 
can 


@ set the standards for the values and labels in the worksheet, for 
the order and frequency of recalculation, and for the column 
width 


@ type the titles and the values. 


From a DIF File 


You can use a DIF file—a file created by AppleWorks’ Data Base, 
VisiCalc, and other programs—as the source of a Spreadsheet 
file. When you first create the DIF file, however, use the !, or 
column-wise, option. Then information is in the right order. 


Warning 


You must convert DIF files on DOS disks to ProDOS with the ProDOS 
User’s Disk before you can use them to make AppleWorks files. 


Follow these steps to make a Spreadsheet file from a DIF file: 


1. If you chose :, AppleWorks asks for the file’s 
pathname. Type t the somber a ten and press 


2. Type the AppleWorks name for the file. Filenames can be up to 
15 characters long. They must begin with a letter, and they can 
contain uppercase or lowercase letters, numbers, periods, and 


spaces. Then press (RETURN). 


From a VisiCalc File 


You can use a VisiCalc file as the source of a Spreadsheet file. 


Warning 


You must convert VisiCalc files on DOS disks to ProDOS with the ProDOS 
User’s Disk before you can use them to make AppleWorks files. 
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Pathnames are discussed briefly in 
Chapter 1 of this manual and in the 
ProDOS User’s Manual. 


See ‘‘Working With Cell Layouts”’ for 
information on how to override 
standard values. 





Follow these steps to make a Spreadsheet file from a VisiCalc file: 


1. If you chose VLiELLeic =, AppleWorks asks for 
the file’s pathname ‘tea ie somber: pathname and press 


2. Type the AppleWorks name for the file. Filenames can be up to 
15 characters long. They must begin with a letter, and they can 
contain uppercase or lowercase letters, nurnbers, periods, and 


spaces. Then press (RETURN). 


Working With Worksheet Standard Values 


Worksheet standard values specify how information in the 
worksheet is displayed. Worksheet standard values tell, for 
example, whether labels are left justified, right justified, or 
centered in cells. They also tell how many decimal places values 
should have, or whether they should have dollar or percent signs. 


Before you start a worksheet or at any time while you are working 
with it, you can change the default standard values. You change 
worksheet standard values with the (G)-(v) (standard values) 
command, discussed later in this section. After you change the 
standard values, the information you have already typed is 
displayed according to your specifications. And new information is 
displayed as you type it according to the same specifications. 


Worksheet standard values are available for value formats, label 
formats, column widths, protection, and recalculate. 


You can override worksheet standard values for specific cells with 


the (G)-(L) command. Standard values affect the entire 
worksheet, whereas cell layouts affect specific cells. 
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Figure 10-5. Worksheet Standard 
Values 


See ‘‘Protection” and ‘‘Recalculate.”’ 


Figure 10-5 shows the worksheet standard values in the Winter 


Grades worksheet. The numbers refer to the explanations that 
follow. 





1. Labels are left justified. 

2. Numbers are fixed decimal format with no decimal places. 

3. Columns are nine characters wide. 

4. The values in percentage format are exceptions to the 
worksheet standard values. 


The two other worksheet standard values—recalculation order 
and frequency, and protection—are not evident by looking ata 
worksheet, but rather when you use the worksheet. 


After you provide a standard for labels, such as right justified, and 
for values, such as fixed decimal with two decimal places, then all 
values take the format of the values standard, while all labels take 
the format of the labels standard. 
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Table 10-1. Standard Values for Values 








Remember, however, that the standard values have nothing to do 
with what is stored in the cell, but everything to do with what is 
displayed. For example, 


lf You Type And the Standard is AppleWorks Displays And Stores 


1.2345 Fixed decimal, no 1 1.2345 
decimal places 
1 Fixed decimal, three 1.000 1 


decimal places 





Details About Worksheet Standard Values 


Worksheet standard values are discussed in detail in this section. 
Instructions for changing them are in ‘“‘Changing Worksheet 
Standard Values.”’ 


Value Formats 


Five value formats are available as worksheet standard values— 
fixed, dollars, commas, percent, and appropriate. These are the 
formats displayed by all the cells in the worksheet that do not have 
individual cell layouts. Table 10-1 describes them. 


(G)-(v) lets you change the worksheet standard values. For 
example, if you are doing a budget, you can set the value format to 
dollars with two decimal places using this commmand. Then all 
values typed or calculated in the worksheet will be shown in this 
format. 


Format Description Example 
Fixed Contains a fixed number of decimal places, 0-7. 163 
-137.00 

Dollars Same as commas except with a dollar sign before $113.58 
each amount. 1,345.09 

($4.66) 

$1.6 

Commas Provides commas between thousands. Negative 1,345.09 
amounts are in parentheses. Contains a fixed (4.66) 

number of decimal places, 0-7. 113.58 

Percent A percentage with a specified number of 1235.7% 
decimalplaces (0-7). This format will multiply — 4.25% 


amount in cell by 100. 


Appropriate Appropriate means that AppleWorks does its best 
to display numbers exactly as you type them. 
Numbers are right justified in the column with a 
blank in the leftmost position of all columns. 
Trailing zeros after the decimal place are 
dropped. 
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Table 10-2. Standard Values for Labels 


Appropriate is AppleWorks’ default for worksheet standard values 
for values. 


If anumber does not fit in the width you set up for the column, it is 
stored the way you type it but pound signs (#’s) are displayed. 


column width if necessary. 


Label Formats 


Three label formats are available as worksheet standard values— 
left justified, right justified, and centered. Table 10-2 describes 
them. 


Format Description Example 

Left justified Labels are left justified in cells. [Jan | 
Right justified Labels are right justified in cells. | Jan! 
Centered Labels are centered in cells. | Jan | 


Left justified is AppleWorks’ default for the standard value for 
labels. 


Column Widths 


Nine-character-wide columns are the worksheet standard for all 
new worksheets. You can change the worksheet standard to 
columns from 2 to 75 characters wide. 


Protection 


You can protect cells so that the entries can’t be changed 
inadvertently by you or someone else using your worksheet. Then 
the cell contents can be changed only if AppleWorks recalculates 
it. 


Protection is accomplished with the combination of the (G)-(v) 
command and the (G)-(L) command. The (G)-(v) command 
enforces or removes protection specified by the (G)-(L) 
command. AppleWorks’ default setting is protection, so any cells 
you protect with the (G)-(L) command are automatically protected 
unless you change the standard value to no protection. 


You can temporarily remove protection to make changes and then 
enforce it again by using (G)-(V). 
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Table 10-3. Recalculation Order and 
Frequency 





Recalculation 


When you type a new value into your worksheet, AppleWorks 
recalculates all the other values to take the new value into account. 
Recalculate, however, has two different settings that affect it—the 
order setting and the frequency setting. Table 10-3 describes 
both. 


The Order Setting Includes Which Means 

Calculation by rows Values calculated according to 
formulas in cells across rows and down 
columns 

Calculation by columns Values calculated according to 


formulas in cells from the top of a 
column to the bottom and then across 


rows. 

The Frequency Setting Includes Which Means 

Automatic AppleWorks automatically recalculates 
new values whenever you change a 
value. 

Manual AppleWorks recalculates new values 


only when you use the 


(G)-(K) (for calculation) command. 


Columns is the default setting for order of recalculation. If the 
formulas in your worksheet work across rows, Change to rows. 


Automatic is the default for frequency of recalculation. However, if 
you are typing a lot of values and formulas, you may want to keep 
typing and calculate all at once. Then change to manual 
recalculation. 





Checking Standard Values in Effect 


Worksheet standard values in effect for your worksheet are 
available at the end of the help screen. Press (G)-(?) to see them. 
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Changing Worksheet Standard Values 


Standard value changes affect the whole worksheet. Here’s how to 
change worksheet standard values: 


1. Press auied 


2. ne dm format, Lou 
reo fae t a6 Oe, OF RGcSicuilate -@ependitig on 
whether you want to change ihe worksheet standard values for 
values, labels, column width, protection, or recalculation. 





lf You Chose Respond As Follows 


Choose Fixed, Golilars, 





scence 
‘ss 
Ha 
Hee 

eesses 


Met; rer all but 
romriaie, type the 
number of decimal places and 


press (RETURN). 





C h oose 7 et bot 










Use (G)-() or (G)-(—) to 
change the column widths. 
Press when you’re 


through. 


Choose it: Or VHS. FHS 
enforces eyerection: ane . 
removes protection. 


platior eneose= mi Or 


feos Se 
: 





For Uir cee, choose Hciss or 





, choose 
Or Pisruai. 
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Qq_u5Vu_“‘ ee «Moving the Cursor Through the Worksheet 


See “Using AppleWorks’ Ruler”’ in 
Chapter 2 for information about how 
the Ruler works. 





You can move the cursor cell by cell through a worksheet, or more 
quickly, through larger units of information. You can also move the 
cursor to a specific cell. Here’s how to move the cursor: 


What You Want 


Move the cursor from cell to 
cell across rows or up and 
down columns 


Move the cursor from cell to 
cell to the right or to the left 


Move the cursor to the cell on 
the right or the left of the 
screen, and then in the same 
direction across one full screen 
of information 


Move the cursor to the cell on 
the top or the bottom of the 
screen, and then in the same 
direction up or down one full 
screen of information 


Use AppleWorks’ Ruler to jump 
the cursor proportionally 
through sections of the 
worksheet 


Move the cursor to a specific 
cell 


Jump the cursor to the other 
half of the split screen 


What You Use 


Holding the arrow key down 
moves the worksheet, so you 
can see other parts of it. 


and (G)-(TAB), respectively 


(G)-() or (G)-(~) 


(G)-(1) or (o)-U) 


(G)-(1) through (&)-(9) 


(G)-(F) 


Choose nr chara 
can type =...) 


te (You 


Type the coordinates that mark 
the cell you want and press 


(RETURN). 


(G)-(J) after you split the 
screen by using (G)-(W) 
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YS _—sO@Typing and Editing Information 


This section tells how to type and edit information. 





Typing Entries 


It’s easy to type information into Spreadsheet entries. Several 
guidelines apply: 


1. 


Use the overstrike cursor, which is the blinking rectangular 
cursor, or the insert cursor, which is the blinking bar cursor, 
whichever is easier for you, when you type new entries. 
Whatever you type with the overstrike cursor replaces the 
information under the cursor. Whatever you type with the insert 
cursor goes to the right of the character the cursor is on. 
Information to the right of the cursor moves to the right. 


Switch back and forth between the two cursors with (G)-(E). 


. Each time you press (DELETE), one character to the left of the 


cursor is deleted. 


. Press at the end of each entry. Or press the arrow keys 


to confirm the entry and move the cursor in the direction of the 
arrow. 


A Warning 


It’s important to remember that pressing (—), (<), (1), or confirms 
your entry and moves the cursor to another entry. In the Data Base, 


however, pressing or moves the cursor within an entry. 





Editing Entries 


To edit information in a cell, use the (G)-(U) (use edit feature) 
command. To do so: 


1. 
2 


Put the cursor on the cell you want to edit. 


Press (G)-(U). AppleWorks displays the contents of the cell on 
the entry line, just under the cell indicator. That’s where you 
edit. 


. Use either cursor when you are editing. 


. Press to restore the former entry and back the cursor up 


to the first character of the entry. 


. Use and to move the cursor past characters without 


changing them. 
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See ‘‘Using Values”’ and ‘‘Functions.”’ 








6. Press (CONTROL)-(Y ) to erase the rest of an entry starting from 





where the cursor is. 


7. Press after you finish editing the entry. 


After you press (RETURN), AppleWorks checks your formula to see 
if it’s legal. It checks, for example, to see whether all the entries in 
a range are in the same row or column, and whether you used 
parentheses properly if you are nesting formulas. If there’s a 
problem, your computer beeps at you and waits for you to correct 
the mistake. 





Pointing to Cells 


You can use the arrow keys to point to cells when using values or 
when creating functions. This saves you much time and effort— 
instead of your having to type in the cell coordinates, you can just 
point to them. 


Using Labels 


Labels are entries with no numeric value. They usually identify 
numeric information and are used mostly for column and row 
headings. 


All entries that start with letters are labels. Labels can also start 
with numbers or special characters, even spaces. For example, 
Suppose you are numbering your column headings from 1 
through 10 across the top of the worksheet. Because these 
numbers look like values to AppleWorks, you have to identify these 
numbers as labels. 


To identify as a label an entry that doesn’t start with a letter, first 
type *. That’s the signal to AppleWorks that you are starting a 
label. The * does not become part of the label; it’s just understood 
by AppleWorks as a label-signal. 


If a label is too long to fit in one cell, AppleWorks automatically 
divides it among adjacent non-numeric, unprotected cells. 


AppleWorks Tip 


To get a repeated label, such as ~ aati ©) Gitte: =, simply 
boa awn ne as eeu the cell is full The cel indicator wills say 
md Or {LSE i see tec-=. When 


you fangthen’: a Foolikin 1, AppleWorks a edge more 6 Gharaclers. 
Repeated cells cannot be edited with (G)-(U). 
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Table 10-4. How Labels Go in Cells 


Table 10-5. How Numbers Go in Cells 


The cell indicator provides information about labels, as Table 10-4 
illustrates. It tells that the entry is a label rather than a value and 
provides information about special cell layouts. 





To Get This Label Type This And the Cell Indicator Shows 
Information 
Jaf i G4 Jar i ged af lam oi ome 
Lia te Lia tS Lane | Liste: 
i “fd Labedo | 
Fek Fet Label, Layout-R? Fel 





Using Values 


Values include numbers, pointers, functions, and formulas. This 
section provides details about each kind. 





Numbers 


Numbers are the first kind of value. Numbers are entries that are 
used in calculations. They designate a quantity of units such as 
dollars and donuts. 


Spreadsheet numbers must start with the digits 0 through 9, a plus 
sign (+), a minus sign (—), or a decimal point (.). 


The cell indicator provides information about numbers, as 

Table 10-5 shows. The cell indicator tells that the number is a 
value, rather than a label, and provides information about special 
cell layouts. 


For the Value Where the Cell Indicator The Cell Layout Is 

in the Cell Displays the Number 

Loe. Ge CWelueo PAs Cell format, fixed with 
two decimal places 

$LSe, Ae Ce lus. Laeugut-Dies 1 ae Cell format, dollars 
with two decimal 
places 

waa Pa. a Ce lue. Le ycute-rF bs -44"n. 22 Cell format, fixed with 


one decimal place 
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Table 10-6 . How Pointers Go in Cells 





Pointers 


Pointers are the second type of AppleWorks value. Pointers 
specify, or point to, other cells in the worksheet. They tell 
AppleWorks to put the value in the pointed-to cell into the current 
cell. AppleWorks takes the value exactly from the pointed-to cell, 
so that the current cell contains the same value as the pointed-to 
cell. 


Pointers must begin with a plus sign (+) or a minus sign (—), which 
is how AppleWorks knows you're not typing a label. Following the 
og or minus sign are the coordinates for tne cell you’re pointing 


Pei and ~ ikl, 


The cell indicator provides information about pointers, as 
Table 10-6 shows. It tells that the pointer is a value, rather than a 
label, and displays the pointer. 


AppleWorks Tip 


After entering a plus sign, minus sign, or decimal point, you can point 
to the cell by using the arrow keys. Then press or another 
plus or minus sign or decimal point. As you wish, you may then 
continue the formula in the cell or press (RETURN). 


For the Value Where the Cell Indicator The Cell Layout Is 
in the Cell Displays the Pointer 


SE Cay CPS Lupe PRS Cell format, fixed with 
two decimal places 
Cell format, dollars 


with two decimal 
places 


LaWGuter bo Hoe? Cell format, fixed with 
one decimal place 


Chapter 10: Working With Information in Worksheets 





Functions 


Functions are the third type of value. They are codes that stand for 
a common or complex calculation. When you type a function into a 
cell, you are calling for a special formula that operates on cells you 
specify or values you supply. All functions start with the !2 sign (the 
at sign) and an abbreviation that stands for the function, such as 
@SUM or @SQRT. 


Suppose you type this function into cell C44: 








LPL 1s the Ode that stands for Add up the values in the following 
eee: and «isis. ..4i& 2 stands for Cells V13, V14, V15, and 
V 76. 


After the sum of cells V13 through V16 is calculated, it goes in 
cell C44. The @SUM function, just like all other functions, lets you 
say a lot in a little. 


Here are several other examples of functions. Suppose each one is 
typed into cell A2: 





means Figure out the square root of the value in 
cell B44 end put it Hao cell A2. 


Lila. A462 means Find the largest value from 
the gontants Sir cell C33 the number 125, and the result of 
multiplying cell A4 times 65. Then put that value into cell A2. 








means Put the integer part of the contents of 
cell M 19 into cell A2. 


Functions always consist of the following: 


e@ 
@ The code that stands for the function 


@ (argument) 
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Table 10-7. Arguments for Functions 


Table 10-8. Kinds of Functions 


Table 10-9. Arithmetic Functions With a 
Single-Value Argument 





Table 10-7 shows the possible types of arguments for functions. 


Argument What It Means 

Value A single value, either a cell reference, a number, or an expression 
that evaluates to a number, such as (A19) 

Range A series of adjacent cells separated by three periods, such as 
(A36...A39) or (A48...D48) 

List A list of single values or ranges separated by commas, such as 


(D45,X19,135) or (A36...A39,A48...D48) 


AppleWorks Tip 


The arrow keys are very useful in pointing to cell coordinates that you 
want to be part of your formula. Just point to the oe and then continue 
the formula. For example, to create the formula #2 ovis. . Wiles, 
type ==: and then use the arrow keys to point to cell V13. Type a 
period (.) to continue the formula, and then point to cell V16. Type a 


closing period and then press (RETURN). 


Table 10-8 lists the kinds of functions AppleWorks provides. 
They’re all described in the remainder of this section. 





Kind of Function Possibilities 

Arithmetic @ABS, @AVG, @CHOOSE, @COUNT, @ERROR, @INT, 
@LOOKUP, @MAX, @MIN, @NA, @SQRT, @SUM 

Financial @NPV 

Logical @IF 

Arithmetic Functions 


some arithmetic functions perform calculations on a value, some 
on a list, some with no argument, and some by selecting 
alternatives. Each type is described separately. 

On a Value 


The functions in Table 10-9 perform calculations on a single value. 





Function Result 

@ABS(value) Absolute value of the argument 
@INT(value) Integer portion of the argument 
@SQRT(value) Square root of the argument 
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Table 10-10. Arithmetic Functions With 
a List Argument 


On a List 


The functions in Table 10-10 perform calculations on a list of 
values. 


Function Result 


@AVGilist) Arithmetic mean of the values in the list. The result is 
equivalent to @SUM(list) divided by @COUNT (list). 
There is no limit to the number of elements in the list. 


@COUNT (list) Number of non-blank entries in the list. There is no limit 
to the number of elements in the list. 

@MAX(list) The largest value in the list 

@MINilist) The smallest value in the list 

@SUM(list) The sum of all values in the list 

Without Arguments 


@NA and @ERROR perform calculations without arguments. 


Type i in cells where you know you need a value but it’s not 
avallabie Sch When AppleWorks calculates values that refer to 
cells that contain 2, the result is Fi. That helps you keep track 
of values you still need to type in. 

mR REE : to be displayed at the location where it is 
entered and at all locations that refer to it. This argument is 
sometimes helpful in @.OOKUP tables and @IF functions, which 
are explained later. 


By Selecting Alternatives 


@CHOOSE and @LOOKUP can be used to select alternatives for 
calculations. 


@CHOOSE takes one of the values in its list of arguments using 
the first element in the list as the index to the following arguments. 
or ee oo cell A1 contains 

' 24). 252, CellB5 is evaluated to see if 
its value is =) 2, or 13. H its value is 1, then i= is put into cell A1. If 
its value is 2, then +, and if 3, then 2%. 


If the first argument is O or less, or if its value is greater than the 
number of remaining arguments, then @CHOOSE is evaluated to 
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Figure 10-6. Lookup Table 


Table 10-11. Financial Function 





@LOOKUP sets up two tables, the first either a row or a column 
you specify, and the second the column to the right or the row 
below the first. It then takes a value you supply, the search value, 
and looks for the largest value in the first table that is equal to or 
less than the search value. When it finds the correct value, it 
returns the value in the corresponding cell in the second table. 


The values in the first table must be in ascending order. 

If the search value is smaller than the first entry in the first table, 
is returned. If the search value is larger than any 

value in the first table, the last value in the table is returned. 


Figure 10-6 shows an example of a @LOOKUP function. 


First table 10 25 


Second table 5 10 15 20 


The value of @LOOKUP (65,A4...D4) is 15. 


65 represents a search value 


Financial Function: @NPV 


The function in Table 10-11 performs specialized financial 
functions. 





Function Result 


@NPV(interest rate,range) Net present value of a series of even or 
uneven payments (the range argument) 


@NPV calculates the net present value of future cash flows. The 
first argument is the discount rate, or cost of money used to 
discount the future cash flows, and the second is a range of 
locations that include the cash flows themselves. 


The internal rate of return of an investment is equal to the discount 


rate that produces a net present value of 0. You can find this by 
trial and error. 
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Table 10-12. Logical Operators 


Table 10-13. Evaluations for @IF 





Logical Function: @IF 


Here are several examples of @IF: 
@IF(B1>B2,13,X19) 
@IF(C11<5,14,J20/J19) 
@IF(A1=3,11,B4-5) 


@IF takes three values. The first must be a logical value, that is, an 
expression that can be evaluated to true or false. The second and 
third can be any value. 


@IF uses logical operators to evaluate the expression to be either 
true or false. Depending on whether it’s true or false, the value of 
the second or the third argument is returned. 


Table 10-12 lists the logical operators you can use in the 
expression and their values. 


Operator Value 


<< TRUE if the first value in the expression is less than the second. 
FALSE if it’s not. 


<= TRUE if first value is less than or equal to second. FALSE if it’s not. 

> TRUE if first value is greater than second value. FALSE if it’s not. 

>= TRUE if first value is greater than or equal to second. FALSE if it’s 
not. 

= TRUE if first value equals second value. FALSE if it doesn’t. 

<> TRUE if first value doesn’t equal second. FALSE if it does. 


Table 10-13 shows how the values of the logical expression are 
evaluated. 


Value of First Argument Evaluates To 

TRUE Value of second argumewnt 
FALSE Value of third argument 

NA NA 

Not logical or ERROR ERROR 
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Formulas 


Formulas are the fourth type of value. Formulas are mathematical 
statements that calculate numbers. They are stored in worksheet 
cells, and then during recalculation (automatic or manual), the 
value of the formula is calculated. Only the value is displayed. 
Formulas can consist of two or more of the following: 

@ Numbers 

e Arithmetic operators (+ —* / -) 

@ Pointers, such as (+ A6 or +B17) 


® Functions 


Figure 10-7 shows how a formula works. 
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After calculation, the cell F9 still 
contains the formula +B4/C4. But it 
displays the value 105.46. 
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Cell F9 contains the formula +B4/C4,—— | 
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Formulas must begin with a plus sign (+), a minus sign (-), a 
decimal, the digits 0-9, a left parenthesis ((), or the at sign (@). The 
cell indicator provides information about formulas, as Table 10-14 
shows. The cell indicator tells that the formula is a value and 
displays the formula. 


Table 10-14. How Formulas Go in Cells 


For the Value Where the Cell Indicator The Cell Layout Is 
in the Cell Displays the Formula 
Lee. GG Calis -Ra C4 Worksheet 


standard, fixed with 
two decimal places 


BLE, EE (Ve luce, Le ycite-Dis tu Sei- 2E8) Cell format, dollars 
with two decimal 
places 


“ahh PE, 8 Cela. LSycuter ie o+hite-keo Cell format, fixed 
with one decimal 
place 


AppleWorks Tip 


Press (G)-(Z) to cause the formula for every cell to appear in the 
appropriate cell. Only the portion of the formula that fits within the cell 
width will show. If you press (G)-(P_) to print the worksheet, it prints 
with formulas in the cells. Pressing (G)-(Z) again returns the cells in 
the worksheet to their normal appearance. 


LS —_————_——_——"_ ~Working With Cell Layouts 


When you work with worksheet standard values, you specify how 
all cells in the worksheet should be displayed. But you can override 
these standard values for only some cells in the worksheet—the 
cells in one row or those in two columns, for example. These 
overriding specifications are called the cell layout. You specify cell 
layout with the (G)-(L.) command (for /ayout), discussed in this 
section. 


Cell layout specifications are for value formats, label formats, 


See ‘“‘Working With Worksheet column widths, and protection. 
Standard Values” for more information 
about standard values. 
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Figure 10-8. Cell Layouts 


Cell layouts are illustrated in the Winter Grades worksheet in 
Figure 10-8. The numbers refer to the numbers in the text. 
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1. Standard values specify that columns are nine characters wide, 
labels are left justified, and values are fixed decimal format with 
no decimal places. 


2. These values are in percentage layout. Their cell formats take 
precedence over the standard value for values. 


3. These labels are right justified. Their cell formats take 
precedence over the standard value for labels. 


The cell layouts you provide for a group of cells affect only those 
cells with that specific kind of information in them already. For 
example, after you provide cell layout specifications for values in a 
group of cells, the values already in the group are redisplayed 
according to your specifications. But blank cells and cells with 
labels do not get the specification unless you specify them with the 
(G)-(L) entry or block option. So some new values you type are not 
displayed according to the specification, but according to the 
worksheet standard value instead. 
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Table 10-15. Values for Values Layouts 





This same principle applies when you supply a cell layout 
specification for labels in a group of cells. The specification 
applies only to cells with labels already in them and to blank cells if 
you use the (G)-(L) protection entry or block option. 


The cell indicator displays the cell layout if it is different from the 
worksheet standard values. For example, if the worksheet 
standard is for labels to be left justified, and “a oe gees viene a oa 
be right justified, the cell indicator displays :.. 2 Ladkgeid t 





Details About Cell Layouts 


Cell layouts are discussed in detail in this section. Instructions for 
changing them are in ‘‘Changing Cell Layouts.”’ 


Value Formats 


Six value formats are available as cell layouts—fixed, dollars, 
commas, percent, appropriate, and standard. These are the 
formats displayed by individual cells in the worksheet. Table 10-15 
describes them. 


Format Description Example 
Fixed Contains a fixed number of decimal places, 0-7. 163 
-137.00 

Dollars Same as commas except with a dollar sign before $1,345.09 
each amount. ($4.66) 

$113.58 

$1.6 

Commas Provides commas between thousands. Negative 1,345.09 
amounts are in parentheses. Contains a fixed (4.66) 

number of decimal places 0-7. 113.58 

Percent A percentage with a specified number of decimal 1235.7% 
places (0-7). This formula multiplies the cell -4.25% 


content by 100. 


Appropriate Appropriate means that AppleWorks does its best 
to display numbers exactly as you type them in. 
Numbers are right justified in the column with a 
blank in the leftmost position of all columns. 
Trailing zeros after the decimal place are 
dropped. 


Standard Standard restores the cells in the group you 
specify to the worksheet standard values. 


(G)-(L) lets you set cell layouts that differ from the worksheet 
standard values. For example, if you have set the worksheet 
standard values to dollars and two decimal places, you may now 
want several cells to show percentages with one decimal place. 
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Table 10-16. Values for Labels Layout 





Set the cell layout for these cells to values, percent, one decimal 
place. Then all the values typed or calculated in these cells will be 
shown in this format but values typed or calculated in any other 
cells will still be in the worksheet standard format. 


If the number does not fit in the width you set up for the column, 
the number is stored the way you type it but pound signs (#s) are 


displayed. Thus, a cell looks like this: ######. Increase the 
column width if necessary. 


Label Formats 


Four label formats are available as cell layouts—left justified, right 
justified, centered, and standard. Table 10-16 describes them. 


Format Description Example 
Left justified Labels are left justified in cells. | Jan 
Right justified Labels are right justified in 

cells. | Jan | 
Centered Labels are centered in cells. | Jan | 
Standard Standard restores the cells you 

specify to the worksheet 

standard. 


Column Widths 

You can change the width of one or more columns, if you want. 
Columns can be from 2 to 75 characters wide. 

Protection 


(G)-(L) allows you to specify which cells should be protected and 
how. 


@ No changes are allowed. 


Only labels can be typed. 

@ Only values can be typed. 

@ All changes should be allowed. 

Protection that you specify with (G)-(L) is automatically enforced 
if you haven’t changed the worksheet standard value for 
protection to no protection. But protection you specify with 


(G)-(L) takes effect only on cells that already have entries or cell 
layouts. 
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Table 10-17. Possibilities for Cell 
Protection 


Table 10-17 shows the possibilities for different settings for 


(G)-(V) and (G)-(L). 





When (G)-(V_) equals Yes or No, cells are protected 
in certain ways: 








(G)-(L) Options Yes No 

No changes Complete protection No protection 
Labels only Only labels can be typed No protection 
Values only Only values can be typed No protection 
Allow changes No protection No protection 
Checking Cell Layouts 


You can see special layouts for a cell by checking its cell indicator. 
For example, a cell with a right-justified label format says 





Changing Cell Layouts 


Here’s how to change cell layouts: 


1. Press (G)-(L). 


If You Choose Then 


Use the arrow keys to highlight the rows 


and press (RETURN). 


Use the arrow keys to highlight the columns 


and press (RETURN). 


Use the arrow keys to highlight the block 
and press (RETURN). 


3. Choose ieiiic faormnat, Lab) format, Orrrotectior, 
depending on whether you want to change the cell layout for 
values, labels, or protection. 

If you chose io Lincs in step 2, step 3 gives you an extra 
Option, bump iwiciris . 
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lf You Choose Respond As Follows 


VIDOR | mri, Did bros, Loininas, 


a all but F “SGP Lote and 
oar 4 ~ type the number of 


deal places and press (RETURN 


Lie bo Pe ef Choose Let i gustifu, Rian? 
‘aS tity, Dermtere, Or biaricdard, 


Use (G)-() or (G)-(<) to change the column 
widths. Press when you’re through. 


Choose Hi clFieiretie@) Loki botomriia, 


Viewing Your Worksheet 





Most often you view your worksheet in the Review/Add/Change 
display you see when you first get the file. You can view the 
worksheet in several different ways, however, ways that sometimes 
make it easier for you to see what you want to see. 


For example, you can split the worksheet in two, either into two 
side-by-side windows or a top and a bottom window. Then when 
you Change a value in one part, it’s easy to see the effect of the 
change in another part. 


You can also fix the titles area in place on the display and then use 
the cursor to move the rest of the worksheet. That makes it easy 
for you to keep track of what numbers apply to what titles. 





Setting and Removing a Fixed Titles Area 


AppleWorks lets you set in place a fixed titles area at the top or at 
the left of the display, or both. Figure 10-9 shows a worksheet with 
a fixed top titles area. After you fix a titles area, you can use the 
cursor to view the rest of the worksheet. Setting a titles area in 
place can make it easier for you to look at information, because 
you always know what titles the information goes with, regardless 
of where the information is on the worksheet. 
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Figure 10-9. Worksheet With Fixed Top 
Titles Area 





To set a fixed titles area in place: 
1. Put the cursor 
® in acell just below the bottom row of the titles area 
@ in acell to the right of the right column of the titles area 


® inacell that marks the outside corner of the non-fixed area if 
you are fixing titles areas at the top and on the left. 











AppleWorks Tip 


You can use all the cursor movement keystrokes to move the cursor in 
the unfixed area. But you can’t move the cursor into the fixed titles 
area. 


Here’s how to remove a fixed titles area: 


1. Press (G)- 


2. Choose : 
area. Press 








to confirm your selection of removing the titles 
if you change your mind. 





Viewing Your Worksheet 








Working With a Split Worksheet 


Occasionally you may want to split the worksheet in two so you can 
see two parts of it at the same time. You can split the worksheet 
into two side-by-side windows or a top and a bottom window. 
Splitting the worksheet into two windows allows you 


@ to type a new value into a cell and see the result in a distant cell 


@ to look at two distant parts of the worksheet at the same time. 


Figures 10-10 and 10-11 show two split worksheets. 


Figure 10-10. Worksheet Split Top and 
Bottom 
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Figure 10-11. Worksheet Split Left and 
Right 





This section tells how 

@ to split the worksheet into two windows 

@ to move the cursor between the two windows 
@ to synchronize movement of the two windows 


e to restore the worksheet to one window. 


Splitting the Worksheet Into Two Windows 
To split the worksheet into two windows: 


tT. If you are splitting the worksheet into two side-by-side windows, 
put the cursor in a cell in the column that will form the left 


boundary of the righthand display. 


If you are splitting the worksheet into a top and a bottom 
window, put the cursor in a cell in the row that will form the top 


boundary of the bottom display. 
2. Press (G)-(w) (for windows). 


3. Choose : : depending on 
whether you want side-by-side windows or top-and-bottom 


windows. 





Viewing Your Worksheet 








AppleWorks splits the worksheet into the windows you requested. 
The cursor stays in the cell where it was in step 1. 


Moving the Cursor to the Other Window 


Here’s how to move the cursor to the other part of the worksheet: 


1. Press (G)-(J) (for jump). 


AppleWorks moves the cursor to the corresponding cell in the 
other window. 
Synchronizing the Two Windows 


After you split the worksheet into two windows, the windows move 
independently of each other. That is, you can use the cursor 
movement keystrokes in the part of the worksheet where the 
cursor is and the other part of the worksheet doesn’t move. You 
can, however, move both parts of the worksheet at the same time 
so that row for row or column for column the two windows always 
match. 


To synchronize the windows: 


1. Make sure you have two windows displayed. (If you haven’t 
already done so, press (G)-(W).) 


2. Press (G)- a (Ww) a second time. 
3. Choose =: 


Now whatever cursor movement keystrokes you use in one part of 
the worksheet have the same effect in both parts. 


Whenever you press (G)-(w) when you have the worksheet split 
into two windows, you get a variation of this menu bar: 


if the two WINdOWS are ae the second part of the 
response reads iirisuirilrip orii ec, which lets you 
unsynchronize thet two windows. 

Restoring the Worksheet to One Window 


To restore the worksheet to one window: 


1. Press (G)-(w). 
2. Choose trie. 


AppleWorks restores the worksheet to one window. 
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a sOCBlIanking Areas of the Worksheet 


AppleWorks allows you to blank areas of the worksheet, including 
entries, rows, columns, and blocks. Here’s how: 


1. Move the cursor to a cell whose entry you want to blank. This 
cell becomes the pivotal point for blanking. 


2. Press (G)-(B) (for blank). 
3. Choose Eritriui, Rous, Oolbumrcs, orb lock. 


4. If you indicated that you want to blank rows, columns, or a 
block, use the Spreadsheet’s cursor movement keystrokes to 
highlight the area you want to blank. Then press (RETURN). 


AppleWorks Tip 
A blanked cell referred to by a formula is considered to contain a zero. 


Cells can’t be blanked when you have used the (G)-(L.) command to 
specify they should have no changes and protection is set to yes. 


Cells that are protected for labels only or values only, however, are 
blanked and lose their protection. 


Deleting Rows or Columns 


To delete rows or columns from your worksheet: 


1. Press (G)-(D). 
2. Choose miss Or fo Lainie. 


3. Move the cursor to highlight the rows or columns you want to 


delete. Then press (RETURN). 


Warning 


AppleWorks deletes the entire row or column you specify, not just the part 
displayed. Before you start, you will probably want to move the cursor 
through the whole area you are intending to delete, to make sure you 
know exactly what you’re deleting. 


If you delete rows or columns whose contents are used in formulas in 
other cells, AppleWorks displays = FFF in the cells where the formulas 
are stored when you reqalculate. & FRG iF indicates the formula can’t work 
because some or all of the sales: it needs were deleted or don’t exist. 
Therefore, deleting rows or columns can have implications on your 


calculations. 








When rows or columns are deleted, the part of the worksheet on the 
bottom or on the right is closed up. Closed up rows are renumbered and 
closed up columns are relettered. AppleWorks reworks formulas to take 
this renumbering and relettering into account so the formulas refer to 
cells they originally referred to. 


Deleting Rows or Columns 








Inserting Rows or Columns 


Here’s how to insert blank rows or columns into your worksheet, 


u 


1. 


p to a maximum of nine: 


Place the cursor on the row below or on the column to the right 
of which you want the inserted rows or columns to go. 


. Press (G)-(1_) (for insert). 
. Choose Fiaiisz or Co liurmrc. 


Type the number of blank rows or columns you want to insert 


and press (RETURN). 


AppleWorks Tip 


AppleWorks reletters the columns to the right of the inserted columns. 
And it renumbers the rows at the bottom of the inserted rows. It also 
reworks formulas that refer to these relettered columns and 
renumbered rows so the formulas refer to the cells they originally 
referred to. 


The cells in the rows or columns you insert have worksheet standards. 
There are two limitations on inserting rows and columns: 


1. Youcan’t insert rows or columns that would push existing information 
past the worksheet limits. For example, you can’t insert ten rows 
anywhere unless rows 990 through 999 are empty. 


2. You can’t insert rows or columns after the cursor is past existing 
information. For example, if the last row with information in it is 125, 
then you can’t insert rows past row 125. 


a Moving Columns or Rows Within a Worksheet 


AppleWorks allows you to move up to 250 rows or 125 columns 
from one place in a worksheet to another: 


1. 


Ce 





Place the cursor on a cell in the column or row of one of the 
columns or rows you want moved. 

Press (G)-(M). 

Choose # LiFiif ROPE SFige t. 

Choose fom iiuinirie Or Fcc. 


. Move the cursor to highlight the columns or rows you want 


moved. Then press (RETURN). 


. Move the cursor to the place where you want the moved 
columns or rows to go. (The moved columns or rows are 
inserted to the left of the cursor for columns or above the cursor 


for rows.) Then press (RETURN). 
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AppleWorks Tip 


A significant amount of movement happens during a move: 


First, AppleWorks closes up the space the columns or rows come 
from. 


Then it opens up space for the moved columns or rows and inserts 
them. | 


All columns are relettered accordingly, and rows are renumbered. 


Formulas are adjusted to take care of references to moved columns 
or rows, so that all formulas still refer to the cells they originally 
referred to. _ 


Copying Information 


AppleWorks’ copy feature makes it easy for you to create 
sophisticated worksheets with a minimum of effort. You can make 
an exact copy of labels, numbers, pointers, and formulas from one 
cell or group of cells into another quickly and with no typing errors. 
You can also copy pointers and formulas into other cells and make 
the copies depend on their new location. That means you can 
make many similar calculations depend on one original formula. 


Before you copy, you should think about the answer to three 
questions: 

@ What cell or cells are you copying from? 

@ What cell or cells are you copying to? 


@ Are you copying the contents exactly, or do you want the copy to 
depend on the position of the copy-to cells? 





What Are the Copy-From Cells? 


You can copy from one cell or from a range of cells. The only 
guideline is that the cells must be adjacent, that is, all in the same 
row and next to each other, or all in the same column and one 


under the other. 





What Are the Copy-To Cells? 


You can copy to one cell or to a range of cells. The copy-to cells 
must be adjacent. You can copy rows to rows and columns to 
columns, but you can’t copy rows to columns or columns to rows. 
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Figure 10-12. Copying One Cell 


Figure 10-13. Copying a Column 





Figures 10-12 through 10-14 show the possible combinations of 
copy-from and copy-to cells. 


a \ 
a Copy-from cell is A2. 
3 Copy-to cell is B2. 
;; 1. Copying one cell to another cell 
ei Copy-from cell is A6. 
»>CL TTY copyto certs are 86 


7 2. Copying one cell to a row of cells through E6. 


Copy-from cell is A11. 


: ) Copy-to cells are A12 through A14. 
ie Copy-from cell is C14. 
a Copy-to cells are C15 


iJ: 3. Copying one through E17. 
ie, cell to a column 
iF} of cells 


4. Copying one cell to a range of cells 


i‘ Copy-from cells are Ai through A8. 
a Copy-to-cells are B1 through B8. 


id! Copy-from cells are 
hee C11 through C18. 


it Copy-to cells are 
yy D11 through F18. 
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Figure 10-14. Copying a Row 


Figure 10-15. An Exact Copy 








Copy-from cells are A2 through D2. 
Copy-to cells are A3 through D3. 


Copy-from cells are A10 through D10. 


Copy-to cells are A11 through D17. 
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Copy the Contents Exactly? 


If you copy the copy-from cells into the copy-to cells exactly, then 
labels, numbers, pointers, and formulas are copied exactly, with no 
changes. Figure 10-15 illustrates such a copy. 


“oe + M30/N31 


+X +M30/N31 
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Figure 10-16. A Relative Copy 





Copy the Contents Depending on Their New Position? 


You can copy the contents of cells into other cells and make the 
new contents depend on the position of the copy-to cells. Then 
every time a copy-from cell references another cell, the cell 
reference is changed to depend on the position of the copy-to cell. 
This kind of copy is called a relative copy. Figure 10-16 illustrates 


such a copy. 


+ M30/N31 


+M31/N32 


Steps for Copying 
To copy the contents of cells to other cells: 


1. Put the cursor on the cell you want to copy. If you’re copying 
cells from a row or a column, put the cursor on the leftmost or 
rightmost cell in the row or the topmost or bottommost cell in 


the column. 


2. Press (G)-(C). 


3. Choose iWithirnworksheet. 


4. Use the arrow keys to highlight the copy-from cells. Then press 
(RETURN ). 


9. Move the cursor to the cell you are copying to. If you’re copying 
cells to a row or a column, put the cursor on the leftmost cell of 


the row or the topmost cell in the column. 
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6. If you’re making one copy, press (RETURN). 


If you’re making several copies, type a period. Then use the 
arrow keys to highlight the other copy-to cells. Then press 


(RETURN). 


7. AppleWorks then tells you the contents of each of the copy-from 
cells and asks you if you want to make an exact copy of each 
reference to another cell. AppleWorks highlights the referenced 
cells in the entry line as you go. Choose im hiarsa= or 


Rcistive for each cell referenced as AppleWorks 
highlights each one. 


AppleWorks Tip 
For quick copying, type 4 or & in step 7 above. 
AppleWorks copies labels with no questions asked. 


aa «Calculating New Values 


See ‘“‘Working With Worksheet 
Standard Values.”’ 


Your worksheet standard value may provide for automatic 
recalculation whenever you type in a new value, or it may provide 
for manual recalculation. Then AppleWorks recalculates new 
values only when you give the sign. (Automatic recalculation is 
AppleWorks’ default when you want to recalculate.) 


Here’s how to give the sign: 


1. Press (G)-(K). 


AppleWorks Tip 


(G)-(V) (standard values command lets you specify manual or 
automatic frequency of recalculation: and appropriate, rows, or 
columns order of recalculation. 


Actually, AppleWorks recalculates all formulas in the worksheet during 
recalculation. That means the ones it has already done as well as the 

ones you have just provided new values for. Because AppleWorks has 

to keep recalculating old values, automatic recalculation may slow you 
down a bit. (AppleWorks is fast, but having to recalculate old values 
_just makes extra work.) Manual recalculation may be better for you if 
you don’t always need recalculation as soon as you type a new value or 
if your worksheet is large. 


Sometimes AppleWorks can’t make a calculation, either because a 
referenced cell has been deleted or because a formula doesn’t make 
sense. If so, PpPE laine aes = RRL iE in n cells where it can’t 
calculate. 
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ays Arranging Information in the Worksheet 


AppleWorks lets you arrange, or sort, rows in a worksheet by the 
values of entries in a certain column in the row. You can arrange 
rows in alphabetical order from A to Z or Z to A, or in numeric 
order from 9 to 0 or O to 9. 


To arrange rows: 


1. 





Move the cursor to the column that contains the information by 
which you want your rows arranged. 


. If you’re arranging only specific rows, move the cursor to the top 
or bottom of the group of rows you want arranged. 


. Press (G)-(A). 
. Choose iii raous or eecific roi, 


_ If you ChoOSe reer a Famers , use the Spreadsheet’s cursor 
movement oocuaie: to highlight the rows you want to 


arrange. Then press (RETURN). 


. Choose the way you want the rows arranged. 


AppleWorks Tip 


Suppose you want to arrange rows using a column containing 
numbers, and you are sorting the numbers from 0 to 9, that is, from 
smallest to largest. Suppose, also, that some of the entries in the 
sorting column are labels, which you do not want to sort. Then you 
would sort only the rows with numbers in the column, skipping the rows 
with labels. Do this by arranging only certain rows. 


AppleWorks does not distinguish between uppercase and lowercase 
letters when it arranges. 


Here is the order in which AppleWorks arranges values in a column. 
Read down these columns and then across. 


SPACE ) ; ] 

| . <— im 
: + = oy 
# > 
$ - ve | 
% . @ | 
& / A-Zanda-z | 
0-9 I 

( \ 
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eas sOCLFinding a Cell or Specific Information 


AppleWorks helps you find a cell whose coordinates you specify. It 
also helps you find information contained in cells. 


In addition, you can ask for the next occurrence of the last 
information you had AppleWorks find. This part of the find feature 
makes it easy for you to find more than one occurrence of the 
same information. 


After you tell AppleWorks what you want to find, AppleWorks 
moves the cursor to the first occurrence of what you specify. 


To find a cell or specific information: 


1. Put the cursor anywhere in the worksheet where you want 
AppleWorks to begin searching. 


2. Press (G)-(F). 
3. Choose Hereat last, Cmordinaetes, or fest. 


If you choose He#meat 1424, AppleWorks searches for the last 
text you specified. 


4. If you chose (ir ii ria t¢=2, AppleWorks asks you to provide 
the coordinates af the cell you want. mae the coordinates, such 


as Fil= or& ie, and press (RETURN 


5. If you choose { #:« +, AppleWorks asks you to provide the 
specific text you want to find. The text can be up to 
25 characters long. Press after you type the text. 


AppleWorks does not differentiate between uppercase and 
lowercase letters when it searches for text. It also finds text that is 
part of a word or expression. For example, 


lf You Type AppleWorks Finds 


Income Income 
Netincome 
Net Incomes: 
INCOME 


Gas Ford-gas 
Gas & Electric 
Gasoline 
gasoline 


AppleWorks Tip 


AppleWorks searches for information across rows and then down the 
worksheet. 
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See Chapter 13 for information about 
AppleWorks and your printer. 


Reporting With the 
Spreadsheet 


The Spreadsheet’s printer options, which are specifications about 
your report, communicate information to your printer about how 
reports should look. Each worksheet has printer options, which 
you can change for a specific report. — 


In addition to setting printer options for reports, you also can 
determine exactly what information to include and the width of 
your report. 


Determining What Information to Include 


When you plan a Spreadsheet report, you decide what information 
to include: all the information in the worksheet, certain rows or 
columns, or a block of information anywhere in the worksheet. 


If you choose to print all the information, AppleWorks sets the 
boundaries for the report as the area of the worksheet that 
contains information. If you choose to print certain rows, columns, 
or a block of information, you set the boundaries yourself by 
highlighting the information to include. 


You tell AppleWorks exactly what information to include when you 
print. 


Determining the Width of Your Report 


Your report can’t be any wider than the number of characters 
allowed per line according to the printer options for the worksheet 
and the information about your ibaa that oe aes one 
eee eee menu ‘fever i SOL Pu LAP Oorma tion 


Determining the Width of Your Report a 





Chapter 13 contains complete 
instructions for printing a Spreadsheet 
report. 


The steps you take to check your report’s width are the same steps 
you take when you print. Follow these steps to make sure your 
report isn’t too wide: 


1. Press (G)-(P). 

2. Specify how much you want to print by choosing Fiii, #cus, 
DO LLamris, Or Eimeck. 

3. For Rie, Oo bumms, ore icmk, use the cursor to highlight the 


area you want to print. 


4. Check the information on the Print menu that tells you how wide 
your report will be. If it’s too wide, press to return to 
Review/Add/Change so you can replan your report. If it’s not, 
continue printing steps. 


Using Printer Options 


Here’s the command that lets you work with printer options: 


What You Want What You Do 
Indicate that you want to work with printer Press (G)-(0) 
options from Review/ 

Add/Change. 


Return to Review/Add/Change after you Press (ESC). 


finish with the printer options 
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Figure 11-1. Printer Options for 
Spreadsheet Reports 


Top and bottom margin options 
Left and right margin options 


Code that stands for the option 


Other formatting options 








After you indicate you want to work with printer options, 
AppleWorks presents the Printer Options display, which looks like 


the display illustrated in Figure 11-1. 
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Left and Right Margin Options 


Table 11-1 describes left and right margin options. 


Table 11-1. Left and Right Margin 


Options for Spreadsheet Reports The Printer Option Controls 


The distance in inches the printer’s printhead travels 
across the paper 





The left edge of the paper should correspond to where the 
printhead stops on the left. 


This number can be no greater than the aesga mine you 
sega in ‘omer ActWIlEs menu oe city 





Default = 8.0 inches 


The maximum you can use is 13.2 inches. 


The width of the left margin in inches 


Numbers can be in tenths of inches; that is, 1.5 inches, 
1.6 inches, 2.0 inches. 


Default = O inches 


The maximum you can use is 9.0 inches. 


The width of the right margin in inches 





Numbers may be in tenths of inches. 
Default = 0 inches 
The maximum you can use is 9.0 inches. 
ar a t aS The number of printed characters per inch 
Characters per inch can be from 4 through 24. 


Default = 10 characters per inch 
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When you change any of the above values, AppleWorks instantly 
recalculates the line width and the estimated characters per line 
according to the following formulas: 


Platen width For example: 8.0 inches 
= Left margin — 1.5 inches 
— Right margin — 1.0 inch 
= Line width = 5.5 inches 
Line width 5.5 inches 
x Chars per inch xX 12 characters per inch 
= Chars per line = 66 characters per line 


Follow these steps to change the value of the left and right margin 
options: 


1. After getting the Printer Options display, type the code that 
stands for the option and press (RETURN). 


2. Type the new value for the option and press (RETURN). You don’t 
have to type . & if the new value is a whole number. For 
example, if the new right margin is 1 inch, type :. 
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Table 11-2. Top and Bottom Margin 
Options for Spreadsheet Reports 


Top and Bottom Margin Options 


Table 11-2 describes top and bottom margin options. 


The Printer Option 

















Controls 


The vertical measurement of the paper you are using, in 
inches 


Default = 11 inches 


The maximum you can use is 25.4 inches. 


The length in inches from the top of the paper to the first 
line of printing 


Default = 0.0 inches 


This default accommodates AppleWorks users who 
have sheet-feed printers (printers with no tractor). If you 
have one of these printers, you should leave the default 
at 0 and position the paper exactly where you want the 
first line to be. 


If you have a tractor-feed printer, you will probably want 
to change this value. 


The maximum you can use is 9.0 inches. 


The length in inches from the last line of printing to the 
bottom of the paper 


Default = 0.0 inches 


The maximum you can use is 9.0 inches. 


How many lines will be printed per vertical inch on the 
page 


Default = 6 


You can use 6 or 8. 
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When you change any of the above values, AppleWorks instantly 
recalculates the printing length and the lines per page according 
to the following formulas: 


Paper length For example: 11.0 inches 
= Top margin — 2.0 inches 
— Bottom margin — _1.5 inches 
= Printing length = 7.5 inches 
Printing length 7.5 inches 
x__Lines per inch 6 lines per inch 
= Lines per page = 45 lines per page 


Follow these steps to change the value of the top and bottom 
margin options: 


1. After getting the = Pike GR T a type the code 
that stands for he ation and press 


2. Type the new value for the option and press (RETURN). You don’t 
have to type . © if the new value is a whole number. For 
example, if the new top margin is 1 inch, type :. 
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Table 11-3. Other Formatting Options 
for Spreadsheet Reports 


Other Formatting Options 
Table 11-3 describes other formatting options. 


The Printer Option Controls 


Use this code if you want your printer to use a feature not 
Lak ee. provided for in Spreadsheet reports, such as 
Frainter isle proportional spacing or boldface. To find out what 
special codes your printer can use, check in the manual 
that came with it. 





This printer option can have the value yes or no. 
Default = no 


If you change the option to yes, AppleWorks asks for the 
control characters. 


Type the control characters and type * when you finish. 


If you change this option to yes, you must include control 
codes for characters per inch. 


it meu tT The report header consists of the filename and the date. 
2 2 Ema If you don’t print a report header, only information from 
Py fo emp cS the worksheet is printed. 





The value for this option can be yes or no. 


Default = no 


To change the value of the above options: 


1. After you get the Printer Options display, type the code that 
stands for the option and press (RETURN). 


AppleWorks automatically changes the value to its opposite. 





Determining Spacing in Reports 

You can specify whether you want your report to be single, double, 
or triple spaced. AppleWorks’ default is single spacing. 

Here’s how to change the spacing: 


1. After you get the Printer Options display, type the code that 


double spacing, or } =: for triple spacing. Then press (RETURN). 
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Using Cut and Paste 
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Using Cut and Paste 


Cut and paste is an activity where you transfer information from 
one place to another. Perhaps you use scissors to cut several 
paragraphs from one letter and paste or tape them into another. 
Or perhaps you paste a list of names and addresses or financial 
information into a report while you’re writing it. 


AppleWorks does these activities for you electronically. The cut 
and paste feature gives you complete flexibility in mixing and 
matching information types. It also lets you format professional- 
looking documents in a minimum of time. 


This chapter tells generally how cut and paste works. It also 
provides specific instructions for using cut and paste in the Data 
Base, Word Processor, and Spreadsheet. 


How Does Cut and Paste Work? 


When you use cut and paste, you use the clipboard, which is an 

AppleWorks term that refers to a part of the computer’s memory 
that holds information for cut and paste. The clipboard can hold 
up to 250 lines of information. 


You transfer (cut) information from an AppleWorks file to the 


clipboard. And you transfer (paste) the information from the 
clipboard to another AppleWorks file. 


How Does Cut and Paste Work? 





When you transfer information, you can 


move it from a file to the clipboard or from the clipboard to a 
file. Then it’s gone from the file it was in or from the clipboard. 


copy it from a file to the clipboard or from the clipboard to a file. 
Then it remains in the file it was in or on the clipboard. 


print Data Base or Spreadsheet information to the clipboard 
and then move or copy it into a Word Processor file. If you move 
it, it’s gone from the clipboard. If you copy it, a copy stays on the 
clipboard. 


Figure 12-1 shows how you can move, copy, or print information 
between the different kinds of files. 


Ts 


You can move or copy Data Base records, Word Processor 
lines, or Spreadsheet rows to the clipboard and then to another 
file of the same type. 


AppleWorks Tip 


To move the files from the Data Base to the Spreadsheet or vice versa, 
print DIF files. Then read the DIF file from either application. 


2. You can format a Data Base or Spreadsheet report and print it 


to the clipboard, then move or copy it into a Word Processor 
document. 


Work you do with files on the Desktop in no way disturbs the 
contents of the clipboard. Only these activities change the 
contents of the clipboard: 


Moving information to the clipboad erases what was there 
previously. 


Copying information to the clipboard erases what was there 
previously. 


Moving information from the clipboard erases the information 
you moved from the clipboard. 


Quitting AppleWorks causes the contents of the clipboard to be 
lost. 
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Figure 12-1. Cutting and Pasting 











Word Processor 
File 


Data Base File 


Data Base File 


Clipboard 











Word Processor 
File 


Spreadsheet File 


Spreadsheet File 


Clipboard 


Word Processor 
Word Processor File 


File 





Clipboard 


How Does Cut and Paste Work? 





Cut and Paste With Data Base Information 


Cut and paste allows you to transfer a total of 250 Data Base 
records within a Data Base file, between two Data Base files, or to 
a Word Processor document. You can transfer only complete 
records, not parts of records within a file or between two Data 
Base files. When you format a Data Base report and transfer it to a 
Word Processor document, you can use parts of records. 


The following information describes the cut and paste activities 
you can use with the Data Base and tells how to do them. !t tells 
how 


® to move or copy complete Data Base records to another Data 
Base file on the Desktop 


@ to print a Data Base report to the clipboard and then move or 
copy it to a Word Processor document. 





Moving or Copying Data Base Records 
to Another Data Base File 


To move or copy records from one Data Base file to another: 


1. Get the file you want to move the records from, and make sure 
you're in Review/Add/Change multiple-record layout. 


2. Put the cursor in an entry on the top or bottom record of the 
group you want to move or copy. 


3. Press (G)-(M) to move or (6) Cle _ to Copy. 


5S. Move the cursor to highlight the records you want to move or 
copy. Then press (RETURN). The records move to the clipboard. 


6. Press (G)-(Q) to get the Desktop Index. Choose the Data Base 
file you want to move or copy the records to. (You can add the 
file to the Desktop now if it’s not there already.) 


7. Make sure you’re in Review/Add/Change multiple-record layout 
in the new file. 


8. Move the cursor to the record above which you want to move 
the records. 


9. Press (G)-(M) to move or (6)- aa (Cc) to copy. 


10. Choose CL LGE ar oo as . At this point, 
oaleionen moves or r copies the pacers from the clipboard. 
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See Data Base file guidelines in 
Chapter 3. 


Follow instructions in Chapter 5. 


AppleWorks Tip 
If you want to move only specific records, choose them with ere 
G. 


-(M) 


or by formulating record selection rules ((G)-(R )). Then use 
or (G)-(C) to move or copy them. 


Moving or copying records from one Data Base file to another allows 
you to merge two files. AppleWorks won’t let you move every record 
from a file, however. (A Data Base file has to have at least one record!) 
You can merge all the records in one file with another file, however. 
Here’s how: 


First, create a blank record in the first file. Second, move all the 
records except the blank one. Then throw away the original file. 
Ingenious! When you merge files, however, pay attention to the 
maximum records per file limitation. 


The files you transfer records between must match each other in 
numbers of categories. Leftover categories will be dropped. 





Printing a Report to the Clipboard 
for a Word Processor Document 


When you want to add Data Base information to your Word 
Processor documents, you format a Data Base report, print it to 
the clipboard, and then copy or move it into your Word Processor 


d 


iP 


ocument. Here’s how: 


Create the report format for the Data Base information you 
want to transfer to your Word Processor document. 


. Press (G)-(P) to indicate you want to print the report. 
. Choose the clipboard as the printing destination. 


Type the report date if your report has a header, and press 


(RETURN). Otherwise, just press (RETURN). 


AppleWorks displays a message that tells you the report has 
been put on the clipboard. 


Press (G)-(Q) to get the Desktop Index. Then choose the Word 
Processor document you want. (You can add the file to the 
Desktop now if it’s not there already.) 


. Move the cursor to the place where you want to insert the Data 
Base report. 


. Press (G)-(M) if you want to move the information into the 
document, or (G)-(C) if you want to copy it. 


. Choose Fran clipboard Cogat2 2 in response to Mawes 
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AppleWorks instantly transfers the formatted report into the 
specified place in the Word Processor document. 


If you moved the report into the document, it no longer exists on 
the clipboard. If you copied it into the document, it still exists on 
the clipboard. 


AppleWorks Tip 


When you create the Data Base report format, pay particular attention 
to the number of characters per line in the report. If your Data Base 
report lines are wider than the number of characters per line in your 
Word Processor document, they will wrap around. 


You can find the number of characters per line on pole aoe aia by 
moving the cursor all the way to the right on the iP 

display. If the line length is long enough when you Oth howaver the 
lines will unwrap. 


You can edit your Data Base report after you get it into the Word 
Processor document, just like the rest of the document. 


Cut and Paste With Word Processor 
Documents 


Occasionally information you include in one Word Processor 


d 


ocument would be more appropriate in another or in both. 


AppleWorks’ cut and paste feature makes it easy to move or copy 


up to 250 lines from one Word Processor document to another. 

Here’s how: 

1. Get the document you want to move or copy the information 
from. 

2. Put the cursor at the first or last character of the information 
you want to move. 

3. Press (G)-(m) to move or (6) (ee 2 to copy. 

4. Choose Ps 2Litkhmarmd Cuts. 

9. Move the cursor to highlight the information you want to move. 
Then press (RETURN). Now the information is moved or copied to 
the clipboard. 

6. Press (G)-(Q) to get the Desktop Index. Choose the document 
you want to move or copy the information to. (You can add the 
file to the Desktop now if it’s not already there.) 

7. Move the cursor to the place where you want to move the 


information. 
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8. Press (G)-(M) to move or (G)-(C) to copy. 


9. Choose {LIBRE ara (fas . At this point, 
pec Weken moves or r copies the i information from the 
clipboard into the document. 


AppleWorks Tip 


You can move or copy information within the same document, too. Just 
leave out step 6 above. 


Lass—Ss—s« Cut and Paste With Spreadsheet Information 


Cut and paste allows you to transfer 250 rows within a file, 
between Spreadsheet files, or to a Word Processor document. You 
can transfer parts of a file or a report containing the whole file. 


The following information describes the cut and paste activities 
you can use with the Spreadsheet and tells how to do them. It tells 
how 


@ to move or copy Spreadsheet information to another 
Spreadsheet file on the Desktop 


@ to print a Spreadsheet report to the clipboard and then move or 
copy it to a Word Processor document 





Moving or Copying Spreadsheet Information 
to Another Spreadsheet File 


Here’s how to move or copy information from one Spreadsheet file 
to another: 


1. Get the file you want to move or copy the rows from. 


2. Move the cursor to a cell on the top or bottom row of the group 
of rows you want to move or copy. 


3. Press (G)-(mM) to move or {se is} (Cc) to copy. 


5. Move the cursor to highlight the rows you want to move. Then 
press (RETURN). The rows are moved or copied to the clipboard. 


6. Press (G)-(Q) to get the Desktop Index. Choose the file you want 
to move the records to. (Add the file to the Desktop now if it’s 
not already there.) 


7. Move the cursor to the place where you want to move or copy 
the information. 
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8. Press (G)-(m) to move or (G) ise. -(C) to copy. 


9. Choose * CLLR Oar to as . At this point, 
Aol Heike moves or r copies the information from the 
clipboard. 





Printing a Report to the Clipboard 
for a Word Processor Document 


When you want to add Spreadsheet information to your Word 
Processor documents, you format a Spreadsheet report, print it to 
the clipboard, and then copy or move it into your Word Processor 
document. Here’s how: 


1. Get the Spreadsheet file you want to make a report from. 
. Press (G)-(P) to indicate you want to print the report. 

. Choose iii, mus, Uimiiuimrs, orb iceck. 

. Highlight the area you want to print and press (RETURN). 


. Choose the clipboard as the printing destination. 


Oo oa £-& W PP 


. Type a date for the report header if your report has one. 


AppleWorks displays a message that tells you the report has 
been put on the clipboard. 


7. Press (G)-(Q) to get the Desktop Index. Then choose the Word 
Processor document you want. 


8. Move the cursor to the place where you want to insert the 
Spreadsheet report. 


9. Press (G)-(m) if you want to move the information into the 
document, or (6) et 12) (Cc) if you want to copy it. 


10. Choose 


AppleWorks instantly transfers the formatted report, which 
includes data but not formulas, into the specified place in the 
Word Processor document. 


AppleWorks Tip 


When you create the Spreadsheet report format, pay particular 
attention to the number of characters per line in the report. Your 
Spreadsheet report lines can be 75 characters wide maximum. 


You can edit your Spreadsheet report after you get it into the Word 
Processor document, just like the rest of the document. 
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Printers and Printing 


AppleWorks is flexible in its ability to print in different ways and to 
different devices. It’s also flexible in its ability to communicate with 
different printers. This chapter tells all you need to know to make 
use of that flexibility. 


Methods of Printing 


You are probably used to thinking of printing reports on printers. 
In addition to that method of printing, however, AppleWorks can 
print formatted reports, files, and parts of files onto flexible disks 
or a ProFile. Each of AppleWorks’ three software tools has its own 
methods of printing. All the printing methods are available when 
you print, as discussed in ‘‘Printing”’ in this chapter, except 
printing a copy of the display, which is available any time. 


Figure 13-1 shows the different ways you can use AppleWorks to 
print. 


@ The Data Base, the Word Processor, and the Spreadsheet print 
reports to a printer. 


e@ All three software tools print a formatted report on a disk. 
e All three software tools print text (ASCII) files. 


@ The Data Base and the Spreadsheet print formatted reports on 
the clipboard. 


@ The Data Base and the Spreadsheet print DIF files. 
@ The Data Base prints formatted reports on the screen. 


@ You can always print a copy of the display on a printer. 
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Figure 13-1. Different Ways 
AppleWorks Prints 
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Printing to a Printer 


When you print a Data Base report, a Word Processor document, 
or a Spreadsheet report to a printer, you first format the report or 
document using the features available in the software tool you’re 
using. You also set the printer options to communicate the right 
information to the printer—margins, spacing, and so forth. When 
you print, you specify the printer you want to print to. 





Printing to Disk 


Sometimes you want to create a report, but you’re not able to print 
it at the same time. Perhaps the printer isn’t available. Or perhaps 
you are creating a report with the Apple computer in your office 
and you want to use the Apple computer in the next office to print 
the report. 


Instead of making a hard copy of a report, as you do when you 
print to a printer, you can print the report on a disk. When the 
report is printed on the disk, it gets all the correct formatting and 
printer codes just as if it were being printed on the printer. After 
you print the report on a disk, AppleWorks can no longer use it. 
Use any program that allows you to copy a file to a printer. 


To make use of this capability, you must add a printer following 
instructions in ‘‘Adding a Printer’ and assign it to disk when you 
add it. The printer you add should be the same kind you are going 
to print with ultimately, so the report will have the proper printing 
codes. Then, when you print to disk, you choose this printer and 
supply the pathname for the report you are printing. 


You must still save your file as an AppleWorks file after you print to 


disk. When you print the report on a disk, the report becomes a 
file, so you must assign it a filename. 


Methods of Printing 233 





Printing to a Text (ASCII) File 


You can print your Data Base report, your Word Processor 
document, or your Spreadsheet report into a text (ASCII) file. Then 
you can use the text file as input to other programs. 


Text files do not contain special printing codes and printer 
options. But 


@ Word Processor documents you print to a text file contain the 
same carriage returns as the document. 


@ Data Base reports you print to a text file have carriage returns 
following each entry in the report. 


@® Spreadsheet reports printed to a text file have carriage returns 
following each cell. 


Text files that you print from the Spreadsheet can be used as a 
source for Data Base files. 


You must still save your file as an AppleWorks file after you print to 
a text file. When you print a text file, the report becomes a file, so 
you must assign it a filename. 





Printing to the Clipboard 


After you format a Data Base or Spreadsheet report, you can print 
it to the clipboard. Then you can move or copy it into a Word 
Processor document. 





Printing to a DIF File 


DIF files save data in a format to be used by other programs. You 
can print (or save) Data Base and Spreadsheet reports as DIF files 
for input to other programs. DIF files you print from the 
Spreadsheet can be used as a source for Data Base files, and vice 
versa. 


When you print to a DIF file, the report becomes a file, so you must 
assign it a filename. You must still save your file as an AppleWorks 
file after you print it to a DIF file. 





Printing to the Screen 


You can check your Data Base reports before you print them by 
printing the reports to the screen first. 
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See ‘‘Changing the Display Printer.”’ 


Printing a Hard Copy of the Display 


Any time you need a hard copy of the screen display, press 
(G)-(H). The copy is printed on the printer designated for it. 


About Printers 


The AppleWorks program contains information about certain 
printers, and you know about your own printer situation. In order 
to print with AppleWorks, you must communicate to AppleWorks 
what you know about your printer so AppleWorks can link up your 
information with the information it has. AppleWorks allows you to 
have up to three printers on your own list of printers. 


Identify your printer situation according to the following four 
possible situations: 


1. You have an Apple Dot Matrix Printer (DMP) and no other 
printer. The Apple DMP is AppleWorks’ default printer, which is 
the printer AppleWorks thinks you’ll use. If you have an Apple 
DMP and no other, you need read no further in this section. 
You’re set to print. 


2. You don’t have an Apple DMP but you have another printer on 
AppleWorks’ list: 


@ Apple Daisy Wheel Printer (DWP) 
@ Apple Silentype® 

@ Apple Imagewriter 

@ Epson™ MxX series 

@ Epson MxX series with Graftrax + 
@ Epson RX series 

@ Epson FX series 

@ Qume® Sprint 5 

@ Qume Sprint 11 


About Printers 


See ‘“‘Adding a Printer,” “‘“Removing a 
Printer,’ and ‘“‘Changing the Display 
Printer.”’ 


See ‘‘Adding a Printer’ and ‘“‘Changing 
the Display Printer.”’ 


Table 13-1. Specifications for Printers 
on AppleWorks’ List 





If you don’t have an Apple DMP but you have one of these other 
printers, you must remove the Apple DMP as AppleWorks’ default 
printer and add the printer you have. You also specify your printer 
as the one where screen displays should print. 


3. If you have an Apple DMP and one of the other printers on the 
list, you must tell AppleWorks about the other printer and make 
sure the printer specified for printing screen displays is the 


correct one. 


4. lf your printer isn’t on AppleWorks’ list, you can still use it for 


AppleWorks reports. See Appendix B. 


Table 13-1 shows t 
listed inthe Maic & erirnter 


Printer 


Apple Dot Matrix 
Apple Imagewriter 
Apple Daisy Wheel 
Apple Silentype 
Epson MX series 
Epson MX/Graftrax + 
Epson RX series 
Epson FX series 
Qume Sprint 5 

Qume Sprint 11 
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Specifying Information About Your Printer 


When you specify information about your printer, you 


® add a printer to the list of printers you’re using 


® remove a printer from the list 


® change specifications about a printer 


® change the display printer. 


This section tells how. 
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Adding a Printer 


You can add up to three printers to the list of printers you’re using. 
To add a printer: 


1. Choose itihier Ficttivitis= from the list of Main Menu 
options. 


2. Choose ani fy 


3. Choose Seed omer ie fer 


4. Choose the type of printer you are adding. If you are setting up a 
printer to assign to disk, choose the printer you will ultimately 
use when you print your report (step 6). 


5. Type a name for your printer. The name can contain 15 or fewer 
characters, and it can be any name you choose. Press 
after you type the printer’s name. 


6. Choose the means of access for your printer. 


7. If necessary, change specifications listed in Table 13-2. (If you 
don’t change any specifications, your printer will print normally.) 
To change one of the first three specifications, type the number 
of the option and choose *#= by typing ¥ in response to 
PiSPrege Tig a] AppleWorks automatically 

changes the value to its opposite. 


To change specification 4, type +. Then type the new value for 
platen width. Then press (RETURN). 


Specifying Information About Your Printer 


Table 13-2. Generic Specifications 
About Printers 


Specification 











Explanation 


Some printers automatically generate a 
line feed after every carriage return; 
these printers do not need a line feed 
from the program. Other printers 
require that the program generate the 
line feed. If your printer isn’t spacing 
after each line, or if it is double spacing 
when it shouldn’t, try changing this 
value. 


Top-of-page commands are form feed 
commands. After a page of a report is 
printed, AppleWorks needs to instruct 
your printer to go to the top of the next 
page. Some printers can accept a 
special instruction called a top-of-page 
or form feed command that 
automatically causes this to happen. 
Other printers, including the Apple 
Silentype, do not have this capability 
and must print a number of blank lines 
to get to the next page. 


If you are printing on letterhead 
stationery or if you have a printer like 
the Silentype that uses non-perforated 
paper, you will want printing to stop at 
the end of each page so you can change 
paper or tear off the printed sheet. 


The distance your printer’s printhead 
travels, from left to right. The platen 
width you specify here must be as wide 
as or wider than the one you specify for 
individual AppleWorks reports. 


8. To return to the Printer Information display, press (ESC). 
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Removing a Printer 


To remove a printer from the list of printers you are using: 


1. Choose ithier Fictivdi ties from the list of Main Menu 
options. 


3. Choose eiincess GP irpter 


4. Choose the printer you are removing. 


The printer is automatically removed and you return to the Printer 
Information display. 





Changing Printer Specifications 
To change specifications about your printer: 


1. Choose titiier Fictivitie= from the list of Main Menu 
options. 


3. Choose the printer you want to change specifications for. 
4. Change the specifications: 


To change 1, 2, or 3, type the number of the specification and 
then choose =. 


To change 4, type + and press (RETURN). Type the new value and 
press (RETURN). 


5. To. return to the Printer Information display, press (ESC). 





Changing the Display Printer 


To change the printer where the display prints ((G)-(H) 
command): 


1. Choose itier Hittivitie= from the list of Main Menu 
options. 


2. Choose !eemifu imifarma tion Shou 


3. Type i and press (RETURN). 


4. Choose the printer where you want to print the display. You 
return to the Printer Information display. 


Specifying Information About Your Printer 





REE EOE SEE | Printing 


Pathnames are discussed in Chapter 1 
and in detail in the ProDOS User’s 
Manual. 


This section contains information you need to print Data Base 
reports, Word Processor documents, and Spreadsheet reports. 





Printing a Data Base Report 


After you format a Data Base report and set its printer options, you 
can print it. To print the Data Base report: 


1. 
2. Press (G)-(P). 
3. 
4 


. If your report has a header, AppleWorks asks you either to type 


Make sure you are at the Report Format display. 


Choose the device where you want to print the report. 


a new report date and press (RETURN), or to accept the default 
report date by pressing (RETURN). The default report date is the 
last date you typed for printing a report. 


. If you chose a printer, AppleWorks asks the number of copies 


you want. Type the number and press (RETURN). 


. If you indicate you want to print to a text (ASCII) file or a DIF file, 


or you choose the printer that you have assigned to print to 
disk, AppleWorks asks you for the pathname for the file you are 


printing. Type the pathname and press (RETURN). 


During printing, you can press to stop printing and return to 
Review/Add/Change. Or you can press once to stop 
printing and once again to restart it. 





Printing a Word Processor Document 


This section tells how to print a Word Processor document. It also 
discusses special printer options that cause the printer to pause 
during printing. 


Requesting Printing 


To request printing: 


1; 
2. 


Press (G)-(P). 


Choose 3 i me 7 Me ” cee want to print the document from 
the pasinnina, 7 PRLS : if you want to Print from Pane 
beginning of fhex page ines cursor is on, or ! Ee ab tbr 


if you want to print from the cursor Kaciiad, 


. Choose the printer you want to use. 
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During printing, you can press to stop printing and return to 
Review/Add/Change. Or you can press once to stop 
printing and once again to restart it. 


AppleWorks Tip 
To print a segment of a document, print from ine ¢ cursor position to a 


place you’ve marked with the printer option PF suse Here ¢FH?. 
When the printer pauses, press (ESC). 


This is good for printing the name and address segment of a letter onto 
an envelope. 


Pausing After Each Page 


If you want to put in a new piece of paper for each page you print, 
cause the printer to pause after printing each page: 


1. Put the cursor at the place in the document where you want the 
printer to start pausing for each new page. If you want to pause 
after each page throughout the document, put the cursor at the 
beginning of the document. 


2. Press (G)-(0). 


4. Press (ESC). 


Finish the document and then print it. 


Pausing in a Specific Place 
To ask for a pause in a specific place: 


1. Put the cursor in the place in the document where you want the 
printer to pause. 


2. Press med 
3. Type and press 
4. Press (ESC). 


Finish the document and then print it. 


Printing 








Pathnames are discussed in this 
manual in Chapter 1 and in detail in the 
ProDOS User’s Manual. 


Printing a Spreadsheet Report 


After you determine how much of the worksheet you are going to 
print and set printer options for a Spreadsheet report, you can 


print it: 

1. Make sure you are at Review/Add/Change. 

2. If you’re not printing the whole worksheet, put the cursor ina 
cell that marks a corner of the area you are going to print. 

3. Press GHP) 

4. Choose mimidah, Lim Liam, Or Ee ilcotk. Al/refers to all 


information, not all ‘ealle. However, Ronienarks will only print as 
much information on each row as can fit on your printer. 


_ If you chose Fis, le burs, Or ic , move the cursor to 


highlight the ¢ area you want £6 print. Then press RETURN ). 


. Check the width of your report to make sure it’s not too wide for 


your printer’s platen. If it is, press and go back and replan 
your report, or try a larger character per inch in printer options 
((G)-(0}). Otherwise, choose the device where you want to print 
the report. 


. If you chose a printer, AppleWorks asks the number of copies 


you want. Type the number and press (RETURN). 


. If your report has a header, AppleWorks asks you either to type 


a new report date and press (RETURN), or to accept the default 
report date by pressing (RETURN). The default report date is the 
last date you typed for printing a report. 


. If you indicate you want to print to a text (ASCII) file or a DIF file, 


or you choose the printer that you have assigned to print to 
disk, AppleWorks asks you for the pathname for the file you are 


printing. Type the pathname and press (RETURN). 


During printing, you can press (Esc) to stop printing and return to 
Review/Add/Change. Or you can press once to stop 
printing and then once again to restart it. 
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Using AppleWorks 
With a ProFile 


Appendix A: Using AppleWorks With a ProFile 












































Using AppleWorks 
With a ProFile 


If you have a ProFile storage device, you will find it very useful to 
install the AppleWorks program on it. This makes it much faster to 
run the program. The steps are simple. 


First make a subdirectory on the ProFile for the AppleWorks files. 
To do this: 


1. Place the ProDOS User’s Disk in drive 1 and start up your 
Apple lle. 


Then type *: to make a directory. 


A Sf 


When you see the prompt for the pathname, type 


By the Way: If your ProFile has a volume name other than profile, you'll 
need to use its name as the first part of your pathname in step 5. To 
find out the volume name, select '/mliime Commands and List 

ic Lume = from the ProDOS Filer. The volume name is displayed next to 
the number of the slot that holds the ProFile interface card. 


e Press after you see the message 


You now have a subdirectory called app/eworks on your ProFile. 
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The next step is to copy the files from the AppleWorks disks onto 
the ProFile. To do this: 


1. Choose :* to copy the files from your AppleWorks disks. 
2. Put the AppleWorks Startup disk in drive 1 and type 


to copy all of the files from this disk. Then press (RETURN). 
3. Now type 


to copy these files to the ProFile. Press (RETURN). 


4. When all of the files are copied, remove the Startup disk and 
replace it with the Program disk. Using this disk, repeat steps 2 
and 3. 


You now have all the AppleWorks files on your ProFile. There are 
two other files you’ll need to transfer to the root directory of your 
ProFile: BASIC.SYSTEM and PRODOS. To do this: 


1. Select the Copy Files option, if you’re not already there. 


2. Type 


to copy PRODOS from the AppleWorks subdirectory. 
3. Type 


to copy PRODOS to the ProFile root directory. 


4. Remove the Program disk from drive 1 and replace it with the 
ProDOS User’s Disk. 


5. Type 


to copy BASIC.SYSTEM from the disk. 
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6. Type 


to copy BASIC.SYSTEM to the ProFile root directory. 


You can now run the AppleWorks program directly from the 
ProFile. 


Here’s how to start up AppleWorks from your ProFile: 


1. Turn on the ProFile. When the red ready light on the front stops 
blinking, turn on your Apple lle, or, if your computer is already 


on, press (CONTROL )-(RESET). 


2. Type FEES (or, instead of 5, the number of the slot where you 
have the ProFile interface card). 


3. Then, to run the program, type 


You'll then see the opening display for AppleWorks. 


By the Way: To cause AppleWorks to run as soon as you start up your 
ProFile, there are two simple steps: 


1. Choose the acu Files option from the ProDOS Filer. Type 
profile -applewor | sO liek es, Suster 


to copy HP LHOERE . a TEM from the Appleworks directory. Then 
type 


— 2-1, i 8. |. 
Bm OR ELEP Plone on inh feed In 


2. Choose the #eranc - iile= option and type 
SPP LSS E LC. System 


to indicate that you want to change the name of this file. Type the 


new name: 
SPP LiSebasi 
Now when you start up the ProFile with “= #=, the AppleWorks 


program will run immediately. To leave AppleWorks so you can 
move to another program, just choose i:!::1 + from Appleworks. 
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Preparing AppleWorks 
for a Custom Printer 


If you have a printer that is not listed on the Rac & Printer 
menu, you will want to configure yours. When \ you nantes your 
own printer, you tell AppleWorks how to: 


e set different characters per inch 
e set different lines per inch 
e start and end boldface, subscripts, and superscripts 


® underline. 


Selecting a Custom Printer 


To add your custom printer to the the list of printers available for 
AppleWorks, follow the normal procedure for adding a printer 
described in Chapter 13, Printers and Printing. A summary of 
these steps is: 


1. Choose tithier Fittiwitise= from the list of Main Menu 
options. 


Z. saduaale epee ie 


3. Choose Ficici & Printer 


4. Choose ugk iam rririter from the list of printers available 
for Reisen: You can ni hee only one custom printer. If you try 
to add another, you receive a warning message. 


5. Type the name of the printer. 


6. Choose the means of access for your printer, that is, the type of 
connection you have. 


7. Change your aa specifications if necessary. 


8. Choose option 5, Fr imter codes, to configure your custom 
printer for Reaaneee. 
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a CConfiguring Your Custom Printer 


Figure B-1. Printer Codes Menu 
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Type the number or use the arrow keys to select one of the 
options. 





Characters Per Inch 
WHEN ids select Diiaraciere oer irecr: from the rr: 
Cece = menu, you « are 2 going to type the euros necessary For your 


sithitar to print with a different characters per inch value. 


1. Type the characters per inch you wish to define. You can enter 
keystrokes to print from 4 to 24 characters per inch. If you 
previously entered keystrokes for a specific characters ae inch, 
— are ee on the screen, and you are asked |= 

* Answer ?i: to enter new keystrokes, or == to sccenl 
them as shown. 


2. Type the exact keystrokes required by your printer to print in 
the characters per inch you specified. You can find the 
keystrokes you need in the manual that came with your printer. 
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A Warning 


You can leave this menu only by typing a caret (*). If you press (ESC), it is 
displayed as a keystroke. If you make a mistake, type ~ — the number 
of the aialotak = per inch you are defining, and answer }: to the question 


The following rules apply to using different characters per inch: 


@ If you do not specify any characters per inch, AppleWorks 
displays and prints your text as if your printer were set to 
10 characters per inch. 


@ Decimal values, like 16.5, are not allowed. Define the next 
higher whole number value. For example, if your printer can 
print 16.5 characters per inch, enter the required keystrokes so 
they are displayed under 17 characters per inch. 


@ When using one of Apple Works’ applications, if you request a 
characters per inch value that you have not defined, 
AppleWorks chooses the next higher value among those you 
have defined. If a higher value is not defined, Appleworks 
chooses the next lower defined value. For example, if you 
defined 10 and 17 characters per inch and specified in the 
Word Processor to print 15 characters per inch, it actually 
prints 17 characters per inch. If you specified in the Word 
Processor to print 19 characters per inch, it prints 
17 characters per inch. 





Lines Per Inch 


After you select Lincs fer incr fromthe rrirnter codes 
menu, you are going 10 type the codes necessary for your printer 
to print in different lines per inch. 


1. Choose from the menu the number of lines per inch for which 
you wish to enter codes. You can enter keystrokes to print either 
6 or 8 lines per inch. 


2. Type the exact keystrokes required by your printer to print the 
numter of lines per inch you chose. You can find the keystrokes 
you need in the manual that came with your printer. 


Warning 

You can leave this menu only by typing a caret (*). If you press (ESC), it is 
displayed as a keystroke. If you make a mistake, diay ™, type the number 
of the lines pel inch you are defining, and answer +: + to the question | = 


this fk 
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Figure B-2. Enhancements Menu 





Boldface, Or, and Superscript 


When you s select : wo Splice tot aed Sugomr cer tie 4 
from the fr inter codes menu, 1, you are 2 going le fives the anes 
necessary for your ater’ to print in boldface, subscripts, or 
superscripts. 


It is necessary to enter these codes only if you plan to use these 
printer options in the Word Processor. If you do not plan to use 
them, then you may skip this section and continue with the section 
‘“Underlining.”’ 


When you choose option 3, the menu shown in Figure B-2 
appears. 
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1. Choose the option from the menu you wish to define codes for. 


2. Type the exact keystrokes required by your printer to print with 
the option you chose. 


Warning 


You can leave this menu only by typing a caret (**). If you press (ESC), it is 
displayed as a keystroke. If make a mistake, type , enter the option 
you are defining, and answer ==: to the question i} = tris ES 


Appendix B: Preparing AppleWorks for a Custom Printer 


Figure B-3. Underlining Menu 





There are various ways to define subscripts and superscripts. Your 
printer may have an automatic subscript or superscript command, 
or you can type a sequence of characters that will give the same 
results. For example, to oe pissin ay can type 
keystrokes under the = SP EER bm t Eec ir: option that will 
cause your printer to do a fractional line feed in reverse. To eee 
eupetesnp you can type keystrokes under the =uicer scr 

= ? option that will cause your printer to doa faciadal line ised 
in vthe forward direction. 





Underlining 


When you select option 4, rider lirirs, from the Fr irter 
i= menu, you choose how your printer will underline. 


It is only necessary to make these choices if you plan to enter 
underline commands in the Word Processor. M ie aot not eee to 
use ie eaen ne press (Esc) to return to the F & Fro 


When you choose this option, the menu shown in Figure B-3 
appears. 
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Figure B-4. Underlining Codes Menu 


From the menu choose the method you want your printer to 
underline with. If you made a choice earlier and you are changing 


these specifications, your previous choice is highlighted. 


The different methods of underlining are: 


1.Freoirite: r s Rh Lear foie SER TAPPER) AP Coan 
If your printer has underlining commands, choose this option. 
After you choose this option, the menu shown in Figure B-4 
appears. 











Choose to enter the codes for beginning or ending underlining. 
Type the exact keystrokes required by your printer to print with the 
option you chose. 





Warning 

You can leave this menu only by typing a caret (*"). If you press (ESC}, it is 
displayed as a keystroke. If you make a mistake, type ™, enter the option 
you are defining, and answer ==: to the question, }= tris OF‘? 
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2.6PF int CRSracter, back Space. upmderiine. If 
your printer does not have commands to underline but has the 
Capability to backspace, choose this option. With this method 
of underlining, your printer prints the first character of the word 
you wish to underline, backspaces, prints an underline 
character, and then prints the next character in the word, 
repeating these steps over and over until underlining should 
stop. 


ip tf your Ppeiitere — niet nae potest io underline, 
and it santiot obec hanaea: choose this option. With this method 
of underlining, your printer first prints the entire line that 
contains underlining, then returns the printhead to the left 
margin without moving the paper up a line, and then prints the 
underline in the proper place. 


4. If you do not know which method to choose, try them all, 
working from method 1 down, until you find one that works. If 
none of them works, it may be too difficult for AppleWorks to 
understand how your printer underlines. In that case, choose 


Entering Other Codes 


AppleWorks is designed to use a specific set of printer options. 
However, if your printer has an option not available in AppleWorks, 
setting printer codes may be a way to turn these options on. For 
example, some printers have different levels of print density. To 
get these different print densities, you could enter the proper 
codes under Subscripts or Superscripts. This way, anytime you 
told Appleworks to print with Subscripts in the Word Processor, 
your printer would print with the feature you turned on with the 
codes you entered under Subscripts or Superscripts. 


whe not enter Codes wien nave actual different meanings under 
LMGP acters par :. AppleWorks will not be able to 
ecuupately diswiave on thes screen what your text will look like when 
printed. 


Entering Other Codes 








a —ss Characteristics of Printers 


When configuring your own custom printer, remember that each 
printer has its own rules for the way various printer features are 
implemented. For example, some printers do not allow you to 
change text to boldface and underlining within the same line. 
These printers only allow one feature to be active at a time ona 
single line. AppleWorks is unable to keep track of all these printer- 
specific rules. For this reason, if a particular feature does not 
appear to be working correctly, check the manual for your printer 
to be sure you are not attempting to have the printer do something 
it is incapable of doing. 
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Glossary 


Apple ile 80-Column Text Card A peripheral card made and 
sold by Apple Computer, Inc. that plugs into the Apple Ile’s 
auxiliary slot and converts the computer’s display of text from 
40-column to 80-column width. 


Apple lie Extended 80-Column Text Card A peripheral card 
made and sold by Apple Computer, Inc. that plugs into the 
Apple lle’s auxiliary slot and converts the computer’s display of 
text from 40-column to 80-column width while extending its 
memory capacity by 64K bytes. 


application program — A program that uses the computer for 
some specific purpose or task, such as word processing or data 
base management. 


appropriate format Spreadsheet information displayed just as 
you type it. 


argument — The value on which a function operates. 


ASCII An acronym for the American Standard Code for 
Information Interchange. This code assigns a unique value 

from 0 to 127 to each of 128 numbers, letters, special characters, 
and control characters. It is the code with which the Apple 
computer represents the characters you type at the keyboard. 


auxiliary slot |The special expansion slot inside the Apple lle 
used for the Apple 80-Column Text Card or Extended 80-Column 
Text Card. 


back up To make a duplicate (Spare) copy of a disk. 


blots Nonprinting carriage return characters embedded in 
Word Processor documents. 


caret Nonprinting characters (-) that are embedded in Word 
Processor documents to indicate the beginning or end of a special 
printing technique. 


category One kind of information in a Data Base file. 
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cell Thespace that marks the intersection of two coordinates in 
a Spreadsheet worksheet. 


cell indicator The sign that tells a cell’s contents in a 
Spreadsheet worksheet. 


cell layout The specification that tells how information in a cell 
or group of cells is displayed. 


character _ A letter, digit, punctuation mark, or other written 
symbol used in printing or displaying information. 

clipboard The area of the computer’s random-access memory 
(RAM) used for AppleWorks’ cut and paste operations. 


column indicator — The indicator at the bottom of a Word 
Processor display that tells which display column the cursor is on. 


commas format The specification that causes numbers to be 
displayed with commas between thousands. 


coordinates The rows and columns that comprise a 
Spreadsheet worksheet. 


copy-from cells The cells whose contents are copied with the 
Spreadsheet’s copy feature; the source cells. 


copy-to cells The cells to which information is copied with the 
Spreadsheet’s copy feature; the destination cells. 


current location Where AppleWorks looks first for files; the 
location that is not saved from one AppleWorks session to the 
next. 


cursor A blinking character displayed on the screen that tells 
where your next action will take effect or where the next character 
typed will appear. 


cut and paste —_ Using AppleWorks to transfer information from 
one file to another. 


Data Base = The part of AppleWorks that organizes, stores, 
retrieves, and modifies information in lists. 


default Avalue, action, or setting that is automatically used by 
AppleWorks when no other explicit information has been given. 


default printer § The printer AppleWorks thinks you’ll want to 
use; at first AppleWorks use, the Apple Dot Matrix printer (DMP). 


Desktop The area of the Apple computer’s random-access 
memory reserved for AppleWorks files that you are working on. 


Desktop Index The list of files on the Desktop. 
Pressing (G)-(Q) gets the Desktop Index. 
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destination The copy-to cells in the Spreadsheet. 


DIF files DIF, or Data Interchange Format, files; files created by 
VisiCalc and many other programs that allow for easy data 
interchange. 


directory file A file that contains the names and locations of 
other files on the disk. 


disk An information storage medium consisting of a flat 
circular magnetic surface on which information is recorded in the 
form of small magnetized spots. 


disk controller card A peripheral card that connects one or two 
disk drives to the Apple Ile and controls their operation. 


disk drive A peripheral device that writes and reads 
information on the surface of a disk. 


Disk Il drive A disk drive made and sold by Apple 
Computer, Inc. for use with the Apple Il computer; uses 5-1/4 inch 
flexible disks. 


Disk Operating System An optional operating system for the 
Apple lle that allows the computer to control and communicate 
with one or more disk drives; also used with other Apple II 
computers. See DOS. 


display Information exhibited visually, especially on the screen 
of a display device. 


document  Acollection of information in the form of text, 
created and used by AppleWorks’ Word Processor. 


dollars format Thecell format that causes Spreadsheet 
numbers to be displayed with dollar signs. 


DOS An acronym for Disk Operating System. 


edit To change or modify; for example, to insert, remove, 
replace, or move text in a document. 


embedded Contained within. For example, printer options are 
embedded in Word Processor text. 


entry An individual piece of information in a Data Base 
category; the information in a cell in a Soreadsheet worksheet. 


entry line The line where you type or edit information that goes 
in a Spreadsheet cell. 


file A collection of information stored as a named unit ona 
peripheral storage medium, such as a disk. 


filename The name that identifies a file. 
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fixed decimal format  Thecell format that causes Spreadsheet 
numbers to be displayed with a fixed number of decimal places. 


flexible disk A disk made of flexible plastic; often called a 
floppy disk. 


formula A kind of Spreadsheet value; mathematical 
representation combining pointers and functions that define a 
desired calculation. 


function A kind of Spreadsheet value; a representation that 
stands for a calculation; begins with i. 


group total A subtotal in a Data Base report. 
hard copy Information printed on paper. 
header See report header. 


insert cursor = The blinking bar cursor that lets you insert 
characters before the character the cursor is on. 


interface card A peripheral card that implements a particular 
interface allowing communication between the computer and a 
peripheral device, such as a printer or modem. 


K Asymbol equivalent to the number 1024; commonly used to 
indicate a thousand. In AppleWorks, used to mean a thousand 
characters of information, as in The Desktop can hold files that 
total up to 25K characters. 


label Information in a Spreadsheet worksheet that identifies 
numerical information; a title. 


label format The specification that tells how labels are 
displayed in Spreadsheet worksheet cells. 


labels-style report |The Data Base report style that prints 
record entries vertically down the page, like labels. 


left-justified | How each line in the entries in Data Base labels- 
style reports is printed without large blank spaces between some 
words. If left justification if not specified, you might see something 
like & , Li, RSS See, 


line indicator The indicator at the bottom of a Word Processor 
display that tells which line the cursor is on. 


List of Files The list AppleWorks displays that tells the files on 
the current disk. 


Main Menu _ The list of AppleWorks’ main options, from which 
you choose one. 


menu A list of choices presented by a program, usually on the 
display screen, from which you can select. 
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multiple-record layout The Data Base record layout that 
displays records horizontally. 


No Change copy Copying the exact value from one 
Spreadsheet cell to another. 


Open-Apple command Combinations of two keystrokes, 
including (G), that call for a particular AppleWorks feature. 


Other Activities menu) = The second list of AppleWorks options, 
from which you choose one. 


overstrike cursor The blinking rectangular cursor that lets you 
replace (type over) the character under the cursor. 


page A screenful of information. 


paging Moving the cursor through a file displaying information 
screenful by screenful. 


pathname A series of filenames, preceded and separated by 
slashes, that indicates the entire path from volume directory to file 
that AppleWorks must follow to find that file. 


platen width The distance the printhead on your printer can 
travel from left to right. 


pointer A kind of Spreadsheet value; begins with a + sign or 
a — sign and points to the contents of another cell. 


printer options Specifications for printing. 


ProDOS _ Stands for Professional Disk Operating System; a disk 
operating system used on the Apple Ile computer. 


ProDOS prefix A pathname set to indicate a specific directory 
file; the combination of volume directory name and subdirectory 
names that locates a file. It does not include the name of the file. 


ProFile A rigid disk made by Apple Computer, Inc. for mass 
data storage. 


program disk A disk that contains a program the puts the 
resources of the computer to use for some specific purpose or 
task, such as word processing, data base management, graphics, 
or telecommunications. In this case, the disk that holds the 
AppleWorks program . 


prompt AppleWorks’ request for an answer. 


protection Prohibiting specific kinds of changes to 
Spreadsheet worksheet cells. 


RAM See random-access memory. 
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random-access memory Memory in which the contents of 
individual locations can be read or written to in an arbitrary or 
random order. Its contents are lost when the computer is turned 
off. 


record’ All the information about one person or item in a Data 
Base file; a Data Base file contains many records. 


record layout The way Data Base records are displayed. 


record selection rule |The Data Base rule you form that lets you 
display or print only certain records from the file. 


relative copy Copying a Spreadsheet pointer, formula, or 
function depending on the position of the copy-to cell or cells. 


report format The specifications that define the layout of a 
Data Base report; maximum of eight per Data Base file. 


report header The report title and date information. 


report style | How Data Base information is printed; tables-style 
or labels-style. 


Review/Add/Change _ The Data Base, Word Processor, and 
Spreadsheet feature that lets you browse through information in a 
file, change it, add to it, or delete it. 


Ruler The(G)-(1) through (9) key combinations that let you 
move the cursor through a file by eighths. 


save To transfer information from random-access memory to a 
peripheral storage medium for later use. 


scroll Tochange the contents of all or part of the display screen 
by shifting information out at one end (usually the top) to make 
room for new information appearing at the other end (usually the 
bottom), producing an effect like that of moving a scroll of paper 
past a fixed viewing window. 


single-record layout The Data Base record layout that lets you 
display records vertically, one record at a time. 


source Jhecopy-from cells in the Spreadsheet. 


Space Available The sign at the bottom of the screen that 
indicates how many more thousands (K) of characters the Desktop 
can hold. 


Spreadsheet = The part of AppleWorks that lets you work with 
numeric information in worksheet format. 


standard location The place where AppleWorks looks for files 
unless you have specified a different, current location. 
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standard values Values you specify for Data Base entries that 
are entered into all records unless you change them; values you 
specify for how Spreadsheet information is displayed. 


startup To get the computer system running. 


startup disk A disk containing software recorded in the proper 
form to be loaded into the Apple Ile’s memory to get the computer 
running when power is turned on; or, if power is already on, when 


you press (CONTROL )-(c)-(RESET). 


strike over To use the overstrike cursor to replace information 
under the cursor; type over. 


subdirectory A file that contains the names and locations of 
other files on the disk and that is not the volume directory. 


tables-style reports Data Base reports with record entries 
printed horizontally across the page, in rows and columns. 


text (ASCII) file A file containing information expressed in 
ASCIl form; created by Apple Writer and some data base 
management systems; can be used as sources for AppleWorks 
Word Processor files. 


value format The specifications that tell how Spreadsheet 
values are displayed. 


values Numerical information in the Spreadsheet, including 
numbers, pointers, formulas, and functions. 


volume A source or destination of information; a disk. 


volume directory The main directory of a volume. The volume 
directory is identified by the name of that volume preceded by a 
slash. 


window _ The portion of a collection of information (Such as a 
document, picture, or worksheet) that is visible on the display 
screen. 


Word Processor The part of AppleWorks that creates and 
modifies information in letters, memos, reports. 


worksheet A grid of rows and columns in which text, numbers, 
and formulas can be stored, allowing complex calculations to be 
defined in a simple, easily understood way. 


wraparound _ The automatic continuation of text from the end of 
one line to the beginning of the next line on the display screen. 


write To transfer information from the computer to a 
destination external to the computer, such as a disk drive, printer, 
or modem. 
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write-protect To protect the information on a disk by covering 
the write-enable notch with a write-protect tab, preventing any 
new information from being written onto the disk. 


zooming in Looking at Data Base records in single-record 
layout; looking at Word Processor documents with embedded 
printer options displayed. 


zooming out Looking at Data Base records in multiple-record 
layout; looking at Word Processor documents without embedded 
printer options displayed. 


Glossary 









































































































Index 


The following abbreviations are 
used in this index: 


e DB for the Data Base 
e SS for the Spreadsheet 
e WP for the Word Processor 


See open-Apple key 
See left-arrow key 
See right-arrow key 
See up-arrow key 
See down-arrow key 


> Eee) 


absolute value, @ABS_ 184 
adding files to Desktop 19-21 
anything, as protection in SS, in 
cell layouts 193 
Apple Dot Matrix Printer 
(DMP) 235 
AppleWorks 
cursors 18 
prompts 15 
questions 17, 16 
quitting 25 
Ruler 19 
appropriate 
as value formatinSS 174 
in celllayouts 191 
arithmetic 
functions 
@ABS_ 184 
@AVG 185 
@CHOOSE 185 
@COUNT 185 
@ERROR- 185 
@IF 187 
inSS 184-186 
@INT 184 
@LOOKUP 185-186 
@MAX 185 
@MIN- 185 
@NA_ 185 
@NPV_ 186 


Index 





@SQRT_ 184 
@SUM_~ 185 
mean, @AVG_ 185 
operators,inSS 188 
arrow keys, to point to cells in 
SS 180 
ASCII files See text (ASCII) files 
automatic calculation, in SS 176 
available Desktop space 32 
Available Space sign 32 


B 


backing up files 10 
bar cursor 18 
blank 
disks, formatting 29 
entry, in DB reports, printing 
dash for 98 
lines, in DB labels-style 
reports 99 
blanking areas, in SS 
worksheet 199 
blinking 
bar cursor 18, 51, 115, 179 
See also insert cursor 
rectangle cursor 18, 51, 115, 
179 
See also overstrike cursor 
blots,in WP 115 
boldface 
inSS 218 
See also printer options 
inWP 148-149 
bulleted lists, in WP 143-145 


Cc 


calculation, inSS 176 
Carriage returns, in WP 115 
categories 
calculated 
in tables-style reports 80-82 
rules for 81 
deleting 88 
in tables-style reports 77 








in DB files 38 
inserting previously deleted 88 
moving 8/7 
names, printing, in labels-style 
reports 91 
positions, switching in tables- 
style reports 77 
reinserting once deleted 78 
right justifying 79 
cell(s) 
layoutinSS 189-194 
pointing toinSS 180 
centered 
as label format in SS cell 
layouts 192 
as label value inSS 175 
text,in WP 145 
changing 
current disk drive 27 
current ProDOS prefix 27 
cursors 18 
files on Desktop 31 
characters 
in DB files 38 
per inch 
inDBreports 94 
inSS 214 
inWP 139 
choosing files from lists 
Clipboard 5, 7, 8, 221 
printing to 234 
column(s) 
calculation by, in SS 176 
formatting in WP 127 
width 
changing, in tables-style 
reports 7/6 
inSS 175, 192 
commands, open-Apple 14 
commas 
as value formatinSS 174 
in cell layouts 191 


(CONTROL)-(B), in WP 149 
(CONTROL)-(L), in WP 149 


(CONTROL)-(Y} 18, 51 
inSS 180 


inWP 115 
copy of display, printing 32 
copying 

AppleWorks disks 13 

DB records 58 

files 10 

information in SS 201-205 

steps 204-205 
of text in WP documents 122 


16-17 
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current 

disk 

deleting files 29 
drive 27 

listing files on 28 
file 32 

location 9 


ProDOS prefix 27 
cursor(s) 18 
changing 
insert 18 
inDB 51 
inSS 179 
inWP 115 
movement 55-56 
in a split worksheet 198 
inDB 56 
in labels-style reports 87 
in tables-style reports 76 
inWP 116 
through SS worksheet 178 
totabsinWP 127 
overstrike 18 
inDB 51 
inSS 179 
inWP 115 
cut and paste 5, 221-228 
with DB) 224-226 
with SS 227, 228 
with WP 226 


D 


dash, as blank entry in DB 
reports 98 

Data Base 

cut and paste 224-226 
editing information in 51-56 
entries 51 

files 38 

categories 38, 43 
Changing structure 64-66 
characters 38 

creating 43, 44 
from ASCIl file 45-46 
from DIF file 47 
from Quick File 47 
entries 38 

filename, changing 65 
merging 225 
multiple-record layout 48 
planning 43 

records 38, 43-44 
inserting 48-50 
single-record layout 47 
sources 8 


18, 51 


functions 35 
inserting information 51-56 
records 61 
changing 
layout 62-64 
selection rules in tables-style 
reports 78 
copying 58 
date 45, 53-54 
deleting 5/7 
displaying 59-60 
finding 60 
moving 59 
time 45, 53-54 
report(s) 69-100 


format 70 
labels-style 69-71, 85-91 
blank lines 99 


categories 8/7, 88 
category names 91 
cursor, moving 87 
record selection rules 90 
records, arranging 89 
report names 
adding 91 
changing 91 
spacing 99 
lines 88 
summary 86 
tips for labels 100 
zooming 90 
menu 72-73 
printer options 92-100 
printing 240 
styles 69-71 
tables-style 69-71, 74-84, 94, 
96, 98 
standard values 52 
removing 52 
typing information into 51-56 
zooming 62 
data disk 30 
Data Information Interchange 
files See DIF files 
dates, in DB records 45, 53 
default options 15 
18 
inDB 51 
inSS 179 
inWP_ 115, 117 
deleted categories 78 
deleting 
files on current disk 29 
information 18 
deletion, of DB records 57 


Index 





Desktop 4-5 
adding files to 19-21 
available space on 32 
changing files on 31 
files 21, 23-24 
saving 22-23 
Index 21 
maximum files on 21 
DIF file(s) 7,8 
as source for DB files 47 
as source for SS worksheet 171 
printing to 234 
disk(s) 
blank, formatting 29 
copying 13 
data 30 
drive 
current 27 
standard 30 
printing to 233 
ProDOS format 30 
switching 13 
display 
Changing display printer 239 
of DB records 59-60 
printing copy of 32, 235 
ditto, DB entries 51 
dollars 
as value format inSS 174 
in cell layouts 191 
DOS 3.3 COPYA 10, 13 
DOS files, converting to 
ProDOS 45-46, 112, 171 
inDB_ 55, 56 
in labels-style reports 87 
inSS 178, 179 
inWP 116 


E 
editing 
information 17-18 
inWP 115 
80-Column Text Card 3 
entries, in DB files 38 
equipment 3 
erasing files on disk 30 
ERROR, @ERROR- 185 
when deleting inSS 199 
Esc) 18 
inDBtyping 51 
inSS 179 





F 


file(s) 
adding to Desktop 
backing up 10 
choosing from lists 
copying 10 
current location 9 
DB 38 
Desktop 31 
removing 23-24 
saving 22-23 
DIF 7,8 
erasing 30 
guidelines for 8 
for WP 104 
list of 20 
locations 9 
maximum on Desktop 21 
on current disk 29 
listing 28 
on Desktop 21 
Quick File 7, 8 
saving 23-24, 25 
current 32 
sources See sources of 
AppleWorks files 
standard location 9 
storage location information 9 
storing 9 
text (ASCII) 7 
VisiCalc 7,8 
filename(s) 
changing in WP 127 
guidelines 8 
storing files by 9 
Filer, ProDOS_ 13 
fixed 
as value formatinSS 174 
in celllayouts 191 
footers, in WP 147-148 
format(s) 
ProDOS' 30 
reports in DB 70 
formatting a blank disk 29 


19-21 


16-17 


formulas, as valuesinSS 188-189 
functions 
as values in SS _ 183-187 


arguments for 184 
arithmetic 184-186 
financial 186 

list of 184 

logical 187 

DB 35 

WP 103 
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G 


guidelines 
for SS files 158 
for WP files 104 


H 


hanging paragraphs, in WP 
143-145 

hard copy, of display 235 
headers 

inDBreports 98 

inSS 218 

inWP 147-148 
headings, on SS worksheet 180 
help information 31 


/ 


IF, @IF 187 
information 
arranging inSS 206 
copying in SS 201-205 
steps 204-205 
deleting 
inSS 199 
inWP 117-118 
finding 
inSS 207 
inWP 122-125 
case sensitive text 
specific page 124 
text 123 
grouping on pages 152 
inserting inSS 200 
movinginSS 200 
replacing in WP 118-120 
typing and editing 51-56 
inSS 179-180 
inWP 113-115 
viewing in WP 117 
insert cursor 18 
inDB 51 
inSS 179 
inWP 115 
integer portion, @INT 184 


J 


justified and unjustified text, in 
WP 146 


K 
keystrokes, in DB 55-56 


124-125 


L 


label(s) 
as headings inSS_ 180 
repeated 180 
formats 
for cell layouts in SS 192 
inSS 175 
tips for making 100 
labels only, as protection in SS, in 
cell layouts 193 
labels-style reports 69-71, 85-91 
arranging records 89 
blank lines 99 
categories 87, 88 
category names, printing 91 
cursor 87 
record selection rules 90 
report names 91 
spacing 99 
lines 88 
summary 86 
tips for labels 100 
zooming 90 
largest value, @MAX 185 
layout 
inWP_ 143-146 
of cellsinSS 189-194 
of records inDB 47-48 
changing 62-64 
leaving AppleWorks 25 
inDB 55 
in labels-style reports 87 
inSS 178, 179 
in tables-style reports 76 
inWP 116 
left justified 
as label format in SS, in cell 
layouts 192 
as label value in SS 175 
lines 
per inch 
inDBreports 96 
inSS 216 
inWP_ 142 
skipping 142 
spacing 218 
inWP_ 142 
list(s) 
bulleted, in WP 143-145 
of AppleWorks files 20 
of printers, for Appleworks 235 
listing files on current disk 28 
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M 


manual calculation, inSS 176 


margins 

inDBreports 94, 96 

inSS 213-216 

inWP 125-126, 138, 142 
markers, in WP 125-126 
menu 


of reports in DB 72-73 

options, selecting 15 
merging, DB files 225 
moving 

DB records 59 

cursor to tabs in WP 127 

text in WP documents 121 


N 


net present value, @NPV_ 186 

no changes, as protection in SS, in 
cell layouts 193 

not available, @NA_ 185 

nothing, as protection in SS, in cell 
layouts 193 

number of entries in list, 
@COUNT 185 

numbers, as values inSS_ 181 


Le) 


open-Apple commands 14 
Sy 1 51 
77 
77 
56 
oo oe 56 
in labels-style reports 87 
inSs 178 
inWP 116 
i+] 
in labels-style reports 87 
in tables-style reports 76 
inWP 116 
(G)-G) 
in labels-style reports 87 
inSS 178 
in tables-style reports 76 
inWP 116 
(G)-t) 56 
inDB 56 
in labels-style reports 87 
inSS 178 
inWP 116 
(G)-(1) through(9) 19 
inSS 178 
inWP 116 


acuaE 








(G)-(A) 
inDB 61 
in labels-style reports 89 
inSS 206 


(G)-(B) 199 
(G)-(C) 
inDB 58, 224 
inWP 122, 226-227 
(G)-(D) 
inDB 57 
in labels-style reports 88 
inSS 199 
in tables-style reports 77 
inWP 118 
(G)-(E) 51 
inSSs 179 
inWP 115 
(6 FF) 
inDB 60 
inSS 178, 207 
inWP 123, 124, 126 
(G)-(G) 84 
(G)-(H) 32 


in labels-style reports 88 

inSS 200 

in tables-style reports 78 
(G)-() 

inSS 178, 198 

in tables-style reports 79 
(G)-(k) 

inSS 205 

inWP 151 
(G)-(L) 

inDB_ 62, 64 

inSS 172, 189, 193 
(G)-(M) 

inDB 59, 224 

inSS 200 

inWP 121, 225, 226-227 
(G)-(N) 

inDB 65 

in labels-style reports 91 

in tables-style reports 80 

inWP 127 
(G)-(0) 

inDBreports 92 

inSS 212 

inWP 136 
(G)-(P) 

inDB 73, 225, 240 

in labels-style reports 85 

inSS 228, 242 

inWP 240 


(G)-(Q) 21,31 
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(G)-(R) 
inDB 59 
in labels-style reports 90 
in tables-style reports 78 
inWP_ 119-120 


(G)-(S) 32 
(G)-(7) 
inSS 195 
in tables-style reports 83 
inWP 126 
(G)-(TAB) 
inDB 55 
inSS 178 
inWP 116 


(G)-(u) 179 
(G)-(v) 52 


in labels-style reports 91 
inSS 172 


(G)-(W) 197, 198 


(G)-(Z) 48 
inDB 62 


in labels-style reports 90 
inSS 189 
option(s) 
Other Activities Menu 26-30 
default 15 
Other Activities menu 26-30 
overstrike cursor 18 
inDB 51 
inSS 179 
inWP 115 


P 


page(s) 
finding in WP documents 124 
numbering, in WP 150-153 
deleting 118 
pausing after, while printing WP 
documents 241 
page breaks, in WP 152 
paging 
inWP 150-153 
through DB records 56 
paper length 
inDBreports 96 
inSS 216 
in WP documents 142 
pathname 9 
pause, while printing WP 
documents 241 
percent, as value format in 
SS 174 
in celllayouts 191 
peripheral equipment, slots 3-4 


platen width 
inDBreports 94 
inSS 214 
inWP_ 138 
pointers, as valuesinSS 182 
prefixes, ProDOS 9 
print density, in WP 139 
changing 140 
printer(s) 
adding 237 
and printing 231-242 
display printer, changing 239 
list of, for AppleWorks 235 
options 
inDBreports 92-100 
inSS 212-218 
bottom margin 216 
characters perinch 214 
headers 218 
left margin 213-214 
line spacing 218 
lines perinch 216 
platen width 214 
right margin 214 
special codes 218 
top margin 216 
inWP 109-110, 148-149 
bulleted lists 143-145 
centering text 146 
footers 147-148 
hanging paragraphs 
headers 147-148 
horizontal spacing 138 
justifying or unjustifying 
text 146 
page numbering 151-153 
page numbers’) 153 
print density 139, 140 
sticky spaces 150 
subscripts 149-450 
superscripts 149-150 
typing while printing 154 
underlining 148-149 
vertical spacing 142 
printing to 233 
removing 239 
specifications, changing 239 
printing 
category names, in labels-style 
reports 91 
copy of display 32, 235 
DB reports 240 
methods 231-232 
SS reports 242 
to DIF file 234 
to disk 233 
to printer 233 


143-145 
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to text (ASCIl) file 234 
to screen 234 
to clipboard 234 
WP documents 240-241 
pause during 241 
ProDOS 
Filer 13 
files, converting DOS files 
to 45-46, 112, 171 
format for disks 30 
prefix(es) 9, 27, 30 
standard 30 
ProDOS User’s Disk 10 
prompts 15 
proportional spacing 139, 218 
See also printer options 
protection 175, 192-193 


Q 


questions, answering 
Quick File 7, 8, 47 
quitting AppleWorks _ 5, 25 


16, 17 


R 
RAM 4 
recalculation, inSS 176 
record(s) 
arrangement, inDB_ 61 
arranging 


in DB files 38 
in labels-style reports 89 
copying, inDB 58 
groups 58 
single 58 
deletion, inDB 57 
display, in DB 59-60 
finding, in DB 60 
in DB files 62-64 
insertion, DB file 48-50 
keeping uniform in labels-style 
reports 99 
layout, DB files 
multiple 48 
single 47 
moving, inDB 59 
selection, changing rules 
59-60, 78, 90 
rectangle cursor 18 
removing files from Desktop 
23-24 
repeated label, as headings in 
SS 180 
report(s) 
formats, in DB 70 
inDB 69-100 
See also Data Base report(s) 
inSS 211-218 








menu, inDB 72-73 
names 80, 91 
styles,in DB 69-71 
labels-style 85-91 
tables-style 74-84 
titles,inDB 80 
inDB 56 
in labels-style reports 87 
inSS 179, 180 
inWP 113 
inDB 55 
in labels-style reports 87 
inSS 178, 179 
in tables-style reports 76 
inWP 116 
right justified 
as label format in SS cell 
layouts 192 
as label value inSS 175 
categories, in tables-style 
reports 79 
rows, calculation by, inSS 176 
Ruler 19 


inSS 178 
inWP 116 
S 

saving 


current file 32 
Desktop files 22-23 
files 25 
screen, printing to 234 
slots for peripheral equipment 
3-4 
smallest value, @MIN 185 
sources of AppleWorks files 7-8 
space available on Desktop 32 
spacing 
horizontal 138 
in labels-style reports 99 
in tables-style reports 99 
lines 88, 142, 218 
proportional 139 
sticky spaces 150 
vertical 142 
special codes, to printer in DB 
reports 98 
Spreadsheet 157-159 
arranging information 206 
blanking areas 199 
calculating new values 205 
celllayouts 189-194 
changing 193 
checking 193 
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column width 192 
label formats 192 
protection 192-193 
value formats 191-192 
copying information 201-205 
creating worksheet 170-172 
cursor movement through 
worksheet 178 
cut and paste 227-228 
deleting information 199 
editing information 179-180 
files 
guidelines 158 
sources 8 
finding information 207 
fixed titles area 194, 195 
functions 157 
inserting information 200 
labels as headings 180 
moving information 200 
pointing to cells 180 
reports 211-218 
printing 242 
split worksheet 196-198 
standard values 172-177 
typing information into 179 
values 181-189 
worksheet 
planning 163-169 
viewing 194-198 
Square root, @SQRT_ 184 
standard 
as label format in SS, in cell 
layouts 192 
as value formatinSS_ 191 
disk drive 30 
location 9, 30 
ProDOS prefix 30 


values 
inDB 52 
inSS 172-177 


starting up AppleWorks) 13 

sticky spaces 113, 150 

storage location information for 
files 9 

structure of DB files 64-66 

subdirectories 9, 28 

subscripts 149-150 

sum, @SUM_ 185 

superscripts 149-150 

switching disks 13 


$ 


(TAB) 
inDB 55, 56 
inSS 178 
inWP_ 116, 127 
tables-style reports 69-71, 74-84 
categories 
calculated 80-82 
deleting 77 
positions, switching 77 
right justifying 79 
column width 76 
cursor 76 
group totals 84 
inserting deleted 
categories 78 
record selection rules 78 
report names or titles 80 
spacing 99 
summary 75 
totals 83 
tabs 126-127 
text 
case sensitive 119, 124-125 
copying within WP 
documents 122 
finding in WP documents 123 
moving within WP 
documents 121 
text (ASCII) file(s) 7, 8 
as source for WP 
documents 112-113 
printing to 234 
Thunderclock 13 
times, in DB records 45, 53 
totals 
adding and removing, in tables- 
style reports 83 
group 84 
typing 17-18 
in WP, while printing 154 


U 


underlining, in WP 
inDB 55, 56 
in labels-style reports 87 
inSS 178, 179 
inWP 116 


148-149 
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V 


value(s) 
formats 
for cell layouts in SS 
inSS 174 
inSS 181-189 
VisiCalc file(s) 7, 8 
as source for SS worksheet 171 
volume name 9 


W 


windows’ 196-198 
Word Processor 103, 105 
cut and paste 225-228 
deleting information 118 
documents 
calculating page numbers’) 151 
Carriage returns (blots) 116 
centered text 146 
changing filenames 127 
characters per inch 139 
Clearing tabs 126 
copying text within 122 
cut and paste 225 
default specifications 109-110 
deleting information 117-118 
deleting pagebreaks 118 
finding amarker 126 
finding information 122-125 
case sensitive text 124-125 
specific page 124 
text 123 
formatting columns 127 
headers and footers 147-148 
justified or unjustified text 146 
layout 143-146 
line spacing 142 
lines perinch 142 
making 109-113 
from scratch 111-112 
from text (ASCII) file 112-113 
moving 
cursor 116, 127 
text 121 
page numbering 153 
paper length 142 
pausing while printing 241 
planning 109 
printing 240-241 


191-192 








proportional spacing 139 

replacing information 
case sensitive text 119 
number of occurrences 
119-120 

regular text 119 

setting 

markers 125 

tabs 126 

skipping lines 142 

special printing 

techniques 148-150 

specifying groups of 
information 152 

specifying page breaks 152 

viewing 117 

editing information 115 

file(s) 8 

guidelines 104 

inserting information 115 

printer options 148-149 

bulleted lists 143-145 

centering text 146 

footers 147-148 

hanging paragraphs 143-145 

headers 147-148 

horizontal spacing 138 


index 


118-120 





justifying and unjustifying 
text 146 

page numbers) 153 

print density 139, 140 

sticky spaces 150 


subscripts 149-150 
superscripts 149-150 
typing while printing 154 
underlining 148-149 
vertical spacing 142 
typing information 113-115 
using 113 
worksheet 163-207 
blanking areas in 199 
split 196-198 
viewing 194-198 
See also Spreadsheet 
wraparound, in WP 113-114 


X, Y 
Zz 


zooming 
inDB 62 
in labels-style reports 90 
inSS 189 
inWP 115 
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Apple Computer, Inc. 


P.O. Box 1143 
Cupertino, CA 95014 








About Your Apple | Apple uses comments and suggestions from Apple 
owners like you to improve existing products and 


develop new and better producis. Now that you've used 











Your Name: your Apple, we want to know your thoughts and 

Your Title: suggestions about your experience. Please use this form 
to tell Apple what you think. 

Company: 

Address: Your Dealer Can Help: Apple can’t respond to your 





individual questions. If you have a question, would like 
help, or need service, please contact your Apple 


Tell Apple 

















City/State/ZIP: Cesc 

Part I: Tell Apple About You 

1. How much prior experience have you had using 3. Did you own an Apple before purchasing this one? 
computers? & Vise a No 





None |_| Little |_| Moderate | eaensive 











4. How many people in your family use your Apple? 
9 
2. Where do you use your Apple‘ = aut || Children 


Home a Work a Home and Work 




















Part Il: Tell Apple About Your System 




















1. Which Apple computer do you have? 6. What application programs do you use or plan to use? 
|| Apple Il Apple II Plus a Apple lle |_| Word Processing | | Data Management 
2. Memory Size__ ss —<C—sSSricpsl NW |__§ Spreadsheet | Education a Games 








On Underside OF ihe Apple) | Communication | Graphics 


___| Other 











3. Which devices are attached to your system? 
|i Disk Drive | Mouse x Printer a Plotter 
|_| Mass Storage | Joystick a Hand Controller 











7. Please list products (program, operating system, or 
language) in use. Please include version number. 











|__. Other , 
Version 
4. Which type of display device are you using? (Please Exact Name Number Product 
check two boxes.) of Software (if applicable) Number 











|_| Video Monitor || Television ea Color 





5. 


|| Black & White a Monochrome 
Do you plan to write computer programs? | | Yes 
| No. If yes, which computer language(s) will you 


use? 


Part Ill: The Manuals 


Please take a few minutes to tell Apple what you thought 
of the manuals and product training disks. 


1. 


Did you read the AppleWorks Tutorial from cover to 
cover? a Yes | No If no, which topics did you 
skip? 


Was the information presented appropriately for your 
level of computer expertise? | Too Elementary 

| | Just Right || Too Complex 

Did you use the Apple Presents...AppleWorks disks all 
the way through? | lyes |_|No Ifno, which 
topics did you skip? 


How often do you use the: 
AppleWorks Reference Manual 
Quick Reference Card 


Indexes 


Thank you for your time and effort. 


8. 


Please give us any suggestions or comments and tell 
us about any problems you’ve had with your Apple 
system. Feel free to attach additional sheets. 


What did you like best about the manuals? 


What did you like least about the manuals? 
Which topics, if any, were confusing to you? 
Which topics, if any, were not explained thoroughly 


enough? 


Please describe specific problems you encountered in 
the manuals. (Page numbers would be helpful. Feel 


free to attach additional sheets.) 











Scandia aencatanaanenennemeeteaanaiaaraes 


20525 Mariani Avenue 
Cupertino, California 95014 
- (408) 996-1010 
TLX 171-576 





